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GLOSSARY OF TERMS

GLOSSARY OF TERMS

TERM DEFINITION

ACES

Automated Communications Exchange System: An Internet
application for Employers to submit health, membership, and
payroll transactions for Active Employees (not Retirees), and
access participant information.

Add Dependent (function)

Adds new dependent(s) to a participant’s health coverage.

AESB

Actuarial and Employer Services Branch (CalPERS.)

Agency-Submitted Files

On-line list of transaction files submitted to ACES for processing
(accessible via the Retrieve Files function).

Annual Member Statement
Employer Report (function)

Allows employers to view the Annual Member Statement (AMS)
Employer Report. This is exclusively for employers contracting for
retirement benefits with CalPERS and is provided yearly to inform
employers of the employees in their agency who receive an Annual
Member Statement.

Appointment An individual's CalPERS enrollment is known as an “appointment.”
The date that determines the time period for the displayed
As Of Date information. The default As Of Date is the current date; information

can be retrieved for a previous date by changing the As Of Date.

Back-end batch process

The process by which COMET accepts and processes transactions
submitted by employers.

Certification

The process by which CalPERS verifies that an employer has
fulfilled the prerequisites (hardware/software, file layout, etc.) for
ACES File Transfer processing.

Change Medical Group
(function)

Changes a patrticipant’s Medical Group for accurate employer
health contribution. For employers contracting for health by
recognized employee group

Change Demographics
(function)

Changes dependent name, gender, DOB and/or adding SSN.

Consolidated Omnibus Budget Reconciliation Act. COBRA
continuation coverage allows participants to continue health

COBRA coverage if they leave the group plan or become ineligible for
health benefits. The cost is 102 percent of the group monthly
premium rate.

COMET CalPERS On-Line Member and Employer Transaction database;

processes and records health and membership data.

Delete Dependent (function)

Deletes a dependent from a participant’s health coverage.

Demographic Information

Participant/dependent name, gender, and birth date.

Employer/Organization,
Agency

The entity that employs a CalPERS/STRS/Non-PERS
Participant/subscriber.

Employer Contact Center
(ERCC)

Assists employers with ACES questions, troubleshoots problems.
888 CalPERS (or 888-225-7377)

Health/Membership File
Transfer (function)

Uses the Internet to send data files already entered and saved via
the employer’s in-house system. (Compare with Internet Forms.)

Get Status (function)

Provides information about employer-generated data files and
report requests.
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GLOSSARY OF TERMS

TERM DEFINITION

Internet Forms

Electronic forms via ACES, allows electronic submission of the
AESD-1, HBD-12, HBD-85 and HBD-21 enrollments and changes.

ITSB

Information Technology Services Branch (CalPERS)

Medical Group

The recognized employee group associated with the contract
(resolution) for health benefits.

Navigation Tree or Menu

The list of ACES functions that appears on the left of every screen.
Clicking on folder/document icons takes the user to the desired
function.

New Enroliment (function)

Adds a new PERS appointment, with or without an attached health
enroliment, or Non-PERS/STRS with health enroliment.

Participant (Subscriber)

An individual enrolled with CalPERS to receive Health,
Membership, or other benefits/services.

Participant Change (function)

Changes a Participant’s address and/or demographic data.

Participant Inquiry (function)

Retrieves a Participant’s Health and Membership information.

Party Rate

A one-digit health code: | Enrolling:
1 Participant only
2 Participant plus one dependent
3 Participant plus two or more dependents

Periodic Extract

A monthly list of outstanding errors. Notifies users of existing errors
prior to their purge.

Primary Care Physician

The physician selected to coordinate all health care, referring the
patient to a specialist as necessary.

Retrieve Files (function)

Provides information related to ACES-generated reports; e.g.
Summary Report, Detail Report, Username/Password file, etc.

Service Credit Purchase
Status (function)

Allows CalPERS employers to view the status of Service Credit
Purchase Requests and Elections requested by participants.

SSL

Secure Socket Layer: Designed to provide secure communications
on the Internet.

Status (function)

Enables users to request and receive information about
transactions submitted to ACES through File Transfer, Internet
Forms, or User Account Maintenance.

Subscriber (Participant)

The individual enrolled with CalPERS to receive Health or
Membership benefits.

Tracking ID

The number assigned to a batch by ACES.

URL

Uniform Resource Locator: Internet address that directs a browser,
such as Internet Explorer or Netscape, to an Internet resource.

View/Manage Batch
(function)

Holds saved transactions in batches until submitted to CalPERS for
processing. Transactions with Agency Errors are returned to
View/Manage Batch for correction.
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FREQUENTLY ASKED QUESTIONS

FREQUENTLY ASKED QUESTIONS

How can my organization gain access to ACES?

For initial access to ACES, an employer must meet the following security
requirements:

1. Complete the CalPERS Employer User Security Agreement (Page 121 or
download at http://www.calpers.ca.gov/eip-
docs/employer/aces/notifications/forms/pers-aesd-43-fill-in.pdf).

2. Fax completed form to CalPERS at 916-795-1523.

3. CalPERS will contact your ACES Account Administrator with a User ID and
Password.

How can additional employees gain access to ACES?

Once the Account Administrator has signed on to ACES, they can grant access to
employees within the organization rather than requesting User IDs and
passwords from CalPERS. Each new user must complete an Employer User
Security Agreement to be kept on file with the employer.

How do | know if my Internet web browser has 128-bit SSL encryption?

Internet Explorer Netscape

1. Open Netscape
2. Click the lock icon at the bottom left-
hand corner of the screen. A new

1. Open Internet Explorer window will appear.
. , 3. Select Navigator on the lefthand side
2. Select “Help” from the menu of screen.
3. Select “About Internet Explorer” 4. Click the Configure SSL v2 button.
) ) Another browser window will appear.
4. A new browser window will appear 5. Verify that all options are checked for
5. See Cipher Strength. To access 128-bit encryption.
ACES, it should read 128-bit 6. Click OK.

If some of the options are not checked for
128-bit encryption or there are no options for
128-bit encryption, you will not be able to log
onto ACES.

If your browser does not have 128-bit encryption, you will be unable to reach the
ACES login page. Please report this problem to your Information Technology
Department, and request your browser be upgraded to support 128-bit
encryption.
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FREQUENTLY ASKED QUESTIONS

What are the deadlines for submitting files to CalPERS?

Health and Membership transactions must be submitted by 3:00 p.m. for
processing that evening.

Payroll files must be successfully validated by 3:00 p.m. for processing that
evening.

Files submitted after their respective pick-up times will be processed the
following business day.

You will be notified via e-mail when your files have been processed. A summary
and detail report will then be available to you through ACES.

What are ACES hours of operation?

Currently, ACES is available Monday through Saturday, from 6:00 a.m. to

6:00 p.m. CalPERS will run the transmitted batch files at 3:00 p.m. Monday
through Friday. All transactions completed and submitted by 3:00 p.m. Monday
through Friday will be processed that same evening, while those submitted after
3:00 p.m. will be processed with the next scheduled batch pick-up. Payroll
Transfers must be successfully validated by 3:00 p.m. and are also processed
Monday through Friday. You are notified by e-mail when each batch is
processed and when a summary report will be available.

Is ACES available on State Holidays?

You may log in to ACES and key transactions on State Holidays; however,
batches are not processed until the next business day, and telephone support is
not available. ACES is unavailable on December 25 and January 1.

Who do I call for ACES assistance?

CalPERS Employer Contact Center (ERCC)
888 CalPERS (or 888-225-7377)
Monday - Friday 8:00 a.m.-5:00 p.m.

When would | need to call the CalPERS ERCC?

Once your transactions have Successfully Applied, you will need to call the
ERCC to correct the following:
- Social Security Number (SSN)*

Coverage Group

Effective Dates for Membership and/or Health

Event Dates for Health transactions

HBO Received Dates for Health transactions

Health plans

Dependents inadvertently omitted from the original Health enroliment
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FREQUENTLY ASKED QUESTIONS

*Please Note: If an incorrect SSN was keyed on a New Enrollment, you must
immediately call the ERCC to have the incorrect SSN removed from the CalPERS
database.

What if ACES isn’t responding?

First verify with your information systems specialist that your hardware,
software and Internet connections are operating properly. Once the user verifies
that a connectivity problem is not internal, please call the CalPERS ERCC.

Are there any tips for entering data in ACES?

Tab through fields. Shift tab will take you backwards through previous
fields.

Type text using upper and lower case. The way you type text in the data
fields is exactly the way it appears on system-generated information. We
suggest the consistent use of upper and lower case letters rather than all
capitals.

Some fields with drop-down menus are letter-sensitive. Example: When
you type the letter P in a field, it automatically populates with entries
beginning with P.

“Erasing” typing errors. To “erase” information you’ve entered, simply
highlight the field and delete.

Using the Reset button. Clicking the Reset button (usually located next to the
Save button) removes all data you have entered (but not data that populates
automatically).

Does ACES have a Time-Out feature?

If no action is performed within a 15-minute time period, ACES will automatically
time you out. You will have to log on again to perform your transaction. A
transaction will be lost and need to be re-keyed if timed out in the middle of an
unsaved transaction. Any transaction that has been saved in a batch will not be
lost, and can be found in View/Manage Batch.

Will Pop-up Blockers affect functions in ACES?

Pop-up blockers installed on computers may prevent some features of ACES from
operating properly. Pop-up blockers must be temporarily disabled to allow
proper operation of the following:

Participant Inquiry,

Reports in Retrieve Files (Status folder)

Public Agency Billing report, Printer Friendly Version

View/Manage Batch Print Preview
Hold down the “Ctrl”” button on your keyboard while clicking on one of these
ACES functions to temporarily disable an installed Pop-up Blocker.

ACES User Guide 11
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When | print in Participant Inquiry or Public Agency Billing, I’'m not receiving
current data. How do | fix this?

If you are using Internet Explorer 6.0, please make the following configuration
change:

Open Internet Explorer.

Click “Tools” in the menu bar.

Click “Internet Options.”

Click the “Settings” button under the Temporary Internet Files section.
Select “Every Visit to this Page.”

Click “Ok” to accept these settings.

Click “Ok” again to accept these options.

No gk whE
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GETTING STARTED

GETTING STARTED

Reminder

non-applicable information.

This User Guide includes work steps for both Health and Membership ACES functions. If
your agency contracts for either Health or Membership but not both, please disregard the

Connecting to ACES

1. Open your web browser.

2. Enter http://www.calpers.ca.gov in the address bar.

3. Choose the "For Employers" tab.

Address !:E http: f e, calpers.ca, gow)

vl .'f

> & -

March 17, 2008

D

CalPERS

LA
[

FOR MEMBERS I

FOR EMPLOYERS FOR BUSINESS PARTNERS

QUICK LINKS

ZalPERE Programs & Services Overview
CalPERS Facts at a Glance

Cur Organization

Career Opportunities

Access my | CalPERS
Shareowners' Forum
Legislation, Regulations & Statutes

Welcome to CalPERS On-Line

the sarme - retirement and health security for all,

ONLINE SERVICES

Search the Investment Policy Glossary

We are yvour camplete information source for the California Public Employees' Retirement
Svystermn, whether vou're a mmember, employer, business partner, or interested party.

wWe provide retirverment, health, and related financial programs and benefits to 1.5 million
public employees, retirees, and their families and more than 2,500 public employers.

& lot has changed since we launched the Systermn 75 years ago, but our destination remains

Mew ta the site? See our user tips in the About Dur Site section to the right.

I*

CONTACTUS

ISean:h @
"4 h, (-

CalPERS INVESTMENTS

Board Meeting Agenda Materials

Forms 8

Browse, download, and

arder forms and
i >>
publications.
Log In to my|CalPERS
Log In to ACES

Log In to RAT -

If you have not already set up your
Agency type, the system will prompt
you to make a selection.

Choose the radio button that best
reflects your agency type.

Click Next.

7
O

Help Us Give You The Information You
Need

Step 1 of 2 — Select Your Agency Type

To provide you the most relevant information, please
complete this quick, two-step process.

@®

State Agency Employer

California State agencies or California State Universities.
Public Agency Employer

Counties, cities, towns, special districts, auxiliary
agencies, fire districts, and other government entities.
School District Employer

Superintendent of Schools and school districts.
Legislative Employer

Legislators' Retirement System.

Judicial Employer

Judges' Retirement System and Judges' Retirement
System II.

Volunteer Firefighter Employers

ACES User Guide
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11.

12.

GETTING STARTED

Connecting to ACES (cont'.)

Help Us Give You The Information You
Need 7.

Step 2 of 2 — Confirm Your Employer View

You have selected: 7
¥ State Agency Employer

—[¥] Recognize my Employer View for future visits to CalPERS
On-Line.

For more information on this feature review our Privacy 9.
Policy.

You can change your Employer View at any time during your
visit by choosing Edit Your Selection on the top left of your
screen.

Clear This Selection Confirm

The system will confirm the
agency type you selected.

Make sure this box is checked
so you do not have to select
your agency type every time
you sign in.

Select Clear This Selection if
you need to change your

agency type.

10. Select Confirm to set your

A

Your agency type and view will CalPERS
be set. If you need to change or
edit your view at this point, you
may do so by selecting the [Edit
Your View] link.

QUICK LINKS
Select ACES & Other Online
Services to get to the ACES

online home page. Or select the

Emplaver Farms and Publizations
Tips for Helping Your Employees

agency type.
! ‘ ]
fldress @mp:Iiwww.calpers.;q:gg}fi "’_| e * @ o
March 17, 2008 PRESSROOM | STEMAR | coNTACTUS  |Search @ ji
AT W et =

&
{ %

ONLINE SERVICES

fizeess my|CalPERS ==
LogInto ACES =»

ACES & Other Online Services Lo Iko RAL >

Log in to Online Payment Services

Rk Cireular Letters Circular Letter Search
LOg In to ACES link to go Adrministering C2IPERS Programs Sign Up for CalPERS Emplaver eBulletin Forms &
directly to the ACES IOg in CalPERS State Handboak Health Plan Search by ZIF Code
window. More == More =2 -
................................................................... .\
Important Dates & Events
+ Board Meetings Mar17-19 o Retrement Planning Fairs  Apr 29 - Mov L
Browsa, download, and
i, 4 order forms and
o Employers Disability Mar20 o CalPERS Educational 0ct27-29 oubliations
Retirement Warkshops Forumn ‘ ¥
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13.
14.

15.

GETTING STARTED

Connecting to ACES (cont'.)

Address |@ hitkp: . calpers,ca, gov) vl Fle @ I
A
EMPLOYERS | BUSIN CalPERS INYESTMENTS | ABOUT CalPERS
i haveselected: Ernplover Information = ACES & Other Online Services m
- State Agency Employer @@@@@ - Current
Edit Your Selection  ACES & Other Online Services Announcemnents
-Long-Term Care
¥ ACES & Dther Online L ) Application Periad =
i Qur Automated Communications Exchange Systemn (ACES) anline
service offers you the opportunity to enroll your employees in the
Log In to ACES health benefits program and view employes status information, Gain a m
i e better understanding of the types of transactions you can make using
ACES Motificat ;
e ACES and how you can become an ACES user, - Interasted in ACES
ACES User Guide, Farms - Security Forms
& Other Materials NOTE: Mon-central agencies can process their membership -Order ACES
ACES Training transactions and transmit their payroll using ACES, Materials
-CalPERS State
eleatning Log In to ACES 13 Handbook
LogInto ALES
Mew to ACES? Start Here Access your ACES account, EEon sl
Ernployer Cantact
About CalPERS Elecronic Center
Paymnent Services ACES Motifications
Tt e You can view current and archived ACES Notifications and Release "
Fayrnent Service Hotes here, 1 peoming Events
ACES & Mbkar Cinlina - 2007 Educational M

Click Log In to ACES.

The ACES Log In window will appear. Type your ACES
Username and Password (neither are case sensitive).
Click Continue or Press Enter.

Address

5]

& | https:/ffga.calpers.ca.gov - CalPERS On-Line Log In - Microsoft Internet Explorer

3
CalPERS

ACES Log In (Registered Users Only)

— Username: | |
Password: |

M: ASES Health and Membership File Transfer
mployars (August 29, 2007) - Health Benefit System

changes for 2008 Health Benefits Program: With P

=xpansion of benefit design and choices for lawar-cost HMO

and PPS producks in some parts of the State, a number of

program and systern changes will be needed, Please read

|Motification #90 for more information. Thank you,

- s 8
. y jons

ACES Security Policy hter

Authorization to access this system is limited to those
autharized to conduct business with CalPERS as indicated in
...... the User Security Agreement. All other access is

unauthorized and unlawful. \

This systern is rmeonitored for information security and proper
usage. Failure to comply with security and usage policies can
result in the revocation of access to this systern and liability nd

under applicable laws.
I |
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GETTING STARTED

ACES Screen Navigation

2 CalPERS - ACES - Microsoft Internet Explorer ElEWXI
— = ~ =

(e g A (2

[Help Menu] [Screen Help] Wew Enroliment

-

[ Log Out SSAE 123-45- XXXX

B Chanye Hasswor Birth Date: 01/01/1936 fi:le_ar|
[ Participant Inquiry
Narme:
[ user Account Maintenance
[7] Annual Member Statement Bith Date Cerifiation: o Carifcation
Employer Report New Participant Enroliment.

_ Y Internet Forms

_/

D ViewManage Batch B H |
= ploieriois ol
D Participant Change Middle Mame J§ Initial
‘[ Appointment Change 135?”*”""9-'| |
‘] Health Mame Suffix
ki TV concec___
| HealthiMembership File Transfer
I Status EEDaimaPhane [ | B |
|__| Payroll File Transfer @ Domastic O Foreign 4
\ Address Type: | Mailing b
Supplemental Type | V|
Supplemental Address | |
Street AddressiP0 Box: |
Additional Address Line: |
city: | |
state: | ~|
zel Y ]
Appointment > ) L
S————————— ]
& 5 @ mnterret

1. Help Menu and Screen Help: Click Help Menu to access general ACES help
information. Click Screen Help for specific information regarding the screen
you are currently accessing.

2. Navigation Menu: The list of ACES functions. A yellow folder indicates more
options - click the folder to expand.

3. Application Screen Title: Identifies the function selected from the Navigation
Tree that is currently in use.

4. Screen Area: This area displays information and fields specific to the function
in use.

5. Clear Button: Clears the current participant’s information.
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GETTING STARTED

Change Password

Access to ACES is secured and controlled through username(s) and passwordy(s).
Use the Change Password screen to change your password.

1.

If this is your first time logging on to ACES or your password has expired,
ACES will automatically direct you to the Change Password screen.
Otherwise, click Change Password from the Navigation Menu. Follow the
password criteria established on the Change Your Password screen.

Enter your new password.

Repeat your new password.

Click Continue. You will receive confirmation that your password has been
successfully changed.

[Help Menu] [Screen Help]

0 LogOut

27 Change Passward ) EER S Do) ICarons Exchange System
[ Participant Inquiry } ‘
D User Account Maintenance ‘u Ve
|__| Internet Forms. !E E
|__1 Health/Mernbership File Transfer 3
|_| Status =
|__1 Public Agency Billing
|__| Payroll File Transfer CalPERS
Change Your Password
Please enter a new Password. Your password rust be eight to 12
characters, and it must include one alpha and one numeric character, It
cannot be the same or similar to your current Password, and it cannot
the zarme as your Usernarme,
New Password: ||
Confirm Your New Password: I
&
-
i€ 12 @ Intemet Z

NOTE: If you enter your password incorrectly four (4) times, your account will
be locked. Contact your agency’s Account Administrator to have your account
unlocked. If you need additional assistance, contact the Employer Contact
Center at 888 CalPERS (or 888-225-7377).
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GETTING STARTED

ACES Password Requirements

When you first log on to ACES with the temporary password you have received
from your Account Administrator or CalPERS, you must change that password
to one of your own choosing.

e Your password must be no fewer than eight (8) and no more than twelve
(12) characters long

e Your password must be a combination of alpha and numeric characters

e Your password cannot be the same as your user name

e Please note that if you enter your password incorrectly four (4) times
when attempting to log on, you will be locked out of ACES. Contact your
agency’s Account Administrator to unlock your account. For further
assistance, call the Employer Contact Center at 888 CalPERS (or 888-225-
7377).

e You will be prompted to change your password every 60 days

e You may reuse a password after ten (10) changes

Reminder

The on-line Help function is available to answer many of your

questions, making ACES truly user-friendly. Use this as your

first resource when you need immediate information, such as
instructions or definitions.
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INTERNET FORMS: GENERAL

INTERNET FORMS: GENERAL
When you log on to ACES and select Internet Forms, you will see three folders:
Internet Forms: General (four document icons representing four different
functions), Internet Forms: Health (seven functions), and Internet Forms:
Dependent (three functions). The diagram below is a map of Internet Forms
functions available to ACES users.

Internet Forms

General Health Dependent

=
=
=y

=
=

TIT
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INTERNET FORMS: GENERAL

The Internet Forms Function

The General category of Internet Forms has four functions:

Function: Purpose:

Holds saved transactions in batches until submitted to CalPERS
View/Manage Batch for processing. Transactions with Agency Errors are returned to
View/Manage Batch for correction.

Adds a new PERS appointment, with or without an attached

New Enroliment health enrollment, or Non-PERS/STRS appointment with health
enroliment.
Participant Change Edits an existing Participant’'s demographic information.

Changes a Participant’s appointment status and/or coverage
Appointment Change group. You may also change the Participant's demographics at
the same time.

The screen below shows the Navigation Tree with the Internet Forms folder
expanded. It shows the four functions of the Internet Forms: General category,
and the unexpanded Health and Dependent folders.

2 CalPERS - ACES - Microsoft Internet Explorer provided by CalPERS >

gmimnications £

[Help Menu] [Screen Help]

'D Log Out
D ChaI:IB Passwc!rd EXpanded i Holds saved transactions in batches until submitted to CaIPERS for processing. Transactions with
[ Participant Inquiry Internet Agency Errors are retumed to ViewsManage Batch for correction,
] user Account MW
| 4 Internet Forms Forms fOlder Adds a new PERS or Non-PERS appointrment, with or without an attached health enroliment.
[ ViewManage Batch Participant Change: Edits an existing Patticipant's demographic infarmation.

-] New Enroliment
Changes a Participant's appointment status andfar coverage group. You may also change the

{7 Participant Ch je:
i % A:p:i::t] Unexpanded i Participant's dermographics at the same time
: Health folder

-1 Health
| Dependent jation is available by clicking the Screen Help button while using a particular application, or by clicking the
Help Menu button.
|_| HealthMembershipFile Transfer
'_| Status
___| Public Agency Billing
|| Payroll File Transfer Unexpanded
Dependent
folder
& S @ mternet
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VIEW/MANAGE BATCH

View/Manage Batch

After you have entered and saved Internet Forms transactions, View/Manage
Batch holds them until you are ready to submit them to CalPERS for processing
(or until CalPERS picks up the batch for processing).

NOTE: You can submit more than one batch per day, up until the applicable
deadline (see Page 8). However, the transactions you completed will NOT be
processed unless you submit them using View/Manage Batch.

1. From the Internet Forms folder on the Navigation Tree, select

[Help Menu] [Screen Help]

1 Log Out

5] change Password

'D Participant Inguiry

] user Account Maintenance

(] Annual Member Statement
| Employer Report

gnternei Forms
] view.Manage Batch
-] New Enroliment
~-[7] Participant Change
1 Appointment Change
4 Heafth
-] New Health Enrollment
-] New COBRA Enrollment
-] Change Health Plan
- Change Coverage
“-[7] cancel Coverage
7] change Medical Group
- 7] change Premium Payment
1 Dependent
IJ HealthMembership File Transfer
|| Status
|1 Public Agency Billing
_| Payroll File Transfer

e Batch.

Organization: California Public Employees Retirement System

Usemame:| Self ~

|Please click on Tracking ID to view transactions

1210325 |Open 0211512006 12:49 FM

1ar

5

@ ' Internet

2. Click the Tracking ID of the batch you want to send to CalPERS for
processing. Note: The Status column may show one of the following

messages:
e Open

e Waiting to be processed

e Error

ACES User Guide
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VIEW/MANAGE BATCH

t Explorer

Gommunic

[Help Menu] [Screen Help] :Brudx Fransaction Lising

21 Log Out [ - _— - g
I3 change Password Organization: California Public Employees Retirement System
] Participant Inquiry Usetname: ATRAIN
|2 user Account Maintenance Tracking ID: 210329
'D Annual Member Statement Status: Open
Employer Report Mu Qeactions: 3

_d Internet Forms
D ViewManage Baich
New Enrollment
[ Participant Change
-] Appointment Change
‘../_{ Health
-[2] New Health Enroliment
[ New COBRA Enroliment
[ change Health Plan
[ thange Coverage
D Cancel Coverage
[ change Medical Group
[ change Premium Payme! - 5
_| Dependent | e —— = _—

Yoeived: 02/15/2006 12:55 PM

0. 0T the SSN you wish to ViewEdit.

gactions for printing
12 123-45-XXXX Mew PERS Enroliment Jeremy Mouse
[F) 2 TIT-27- XXXX | Mew PERS Enrollment Luke Cohawik

__| HealthMembership File Transfer [Help Menu] [Screen Help] ACES Tr: Awaiting Pr |
|1 status pelete| List |

[ Log out SSA: 123-45-XXXX
[ change Passwora Birth Date: 01/0111870
[ Participant Inquiry

Marne: Jererny Mouse

[0 user Account
Maintenance

_iInternet Forms
> First Name:|Jeremy
™[] ViewManage Batch

- [7] New Enrollment Middle Name fnitial| | (=

|1 Public Agency Billing
|__| Payroll File Transfer

: [0 Pparticipant Change Last Name: |Mouse |
o <48 Appankmert Changs Narme Suffx
“-_1 Health
“-[[] New Health il
- Eﬂmllcrgl;n;“ EE Daytime Phone: |} B Ext| |
L[] New _ — —
. Enroliment |
9 Eltg:nnge Health | ® Domestic O Foreign |
& O W
@ é & Internet

3. Alist of saved transactions appears.
e To view or make changes to a specific transaction, go to Step 4.
e If the batch is ready to be submitted for processing, go to Step 8.

4. To view or make changes to a specific transaction, click on the Trans. No. next
to the appropriate transaction.

5. Information already saved appears.
¢ To change information, go to the desired field, make change(s), and click

Save.

e To delete a saved transaction, click Delete.
Note: If no Save or Delete buttons are visible, the batch has been submitted
and is closed. Reopen the batch to make any changes to the transaction.

6. When you are satisfied that all transactions are correct and you are ready to
send the batch to CalPERS for processing, select View/Manage Batch from
the Navigation Tree.

Reminder

To add or edit a transaction in a batch that has already been submitted, you must re-open the
batch, update and save the transaction, and resubmit the batch via View/Manage Batch
in order for the batch to be processed. Open batches will not be processed.
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VIEW/MANAGE BATCH

[Help Menu] [Screen Help] \Menage Baiches

1 Log out

[ change Password

'D Participant Inguiry

[7] user Account Maintenance

[ Annual Member Statement
Employer Report

1 Internet Forms

|| HealthMembership File Transfer

| status

|1 Public Agency Bl

=1 Payroll File Trans

21 Log Out
D Change Password
'D Participant Ingquiry
|7 user Account Maintenance
7] Annual Member Statement
Employer Report
e | Internet Forms
2] ViewManage Batch
~12] New Enroliment
-|2] Participant Change
~12] Appointment Change
-~_4 Health
2] New Health Enroliment
1] New COBRA Enrollment
2] change Health Plan
-2 change Coverage
2] cancel Coverage
-2 Change Medical Group
2] change Premium Payment

D

I Nanandant

Organization: California Public Employees Retirement System

Username: Self b

|Please click on Tracking ID to view transactions
|

| D .

10of1
E-Mail address laseﬂd_amcessrhgsmnmary:Iheneﬂts@puhllcagency com ‘ ﬂ

021152006 12:55 PM

| Submit Batch J] Cancel Batch l]

Organization: California Public Employees Retirement System
Username: ATRAIN
Tracking ID: 210329
Status: Open
Murnber of Transactions: 3
DateiTime Received: 02/15:2006 12:55 PM

Please click on the Trans. No. of the SSN you wish to View/Edit.

Ir Mark all transactions for printing

i #2‘}45 XXXX Mew PERS Enroliment Jaremy Mouse
2 TTT-27-XXXX Mew PERS Entaliment Luke Cohawk
3 890-01- XXXX Mew Health Enrollment WohnWilson

@ Done

D & Internet

7. On the Manage Batches screen, click the Tracking ID of the batch to be

submitted.

8. At the bottom of the Batch Transaction Listing, verify the e-mail address to
send the processing Summary Report. (The Summary Report specifies the
number of transactions submitted and the status of each transaction after
processing. See the Error Correction Process section for additional details).

9. Click Submit Batch to submit the transactions to CalPERS for processing.

10. If you want to cancel the entire list of transactions, click Cancel Batch.

11. You may reopen the
batch Waiting to be
processed any time
before 3:00 p.m. to
make changes to
transactions by
clicking the Reopen
Batch button from
the Batch
Transaction Listing

page.

2l CalPERS - ACES - Microsoft Internet Explorer

| Batch Tmmc.fwn L

Qrganization: California Public Employees Retirement System
Username: ATRAIN
Tracking 10: 210329

Status: Waiting to be processed

_[Help_M_enu] [Sc?een Help]

] Loy Out
] Change Password
[ Participant Inquiry
[7] User Account Maintenance

] Annual Member Statement
Employer Report

_iInternet Forms
~[7] viewManaye Batch
/2] New Enroliment
] Participant Change
i{7] Appointment Change
.. Health
.| Dependent

Mumber of Transactions: 3
DatelTime Received: 02282006 01:12 PM

Please click on the Trans. No. of the SSN you wish to View/Edit.

[T Mark all transactions for printing

it ] 1 123-45-XXXX Mew PERS Enrollment Jeremy Mouse
__| HealthMembership File ——=
Tenwnfnn [l 2 TTT-27-XXXX Mew PERS Enroliment Luke Cohawk bt
&) Done 2 @ Inkermnet

Reminder: If you reopen the batch to make changes, you must save the transaction
and re-submit the batch for processing.

ACES User Guide

23




VIEW/MANAGE BATCH

12. The Batch Confirmation page will appear indicating the batch was successfully
submitted to CalPERS. If you submitted your batch of transactions before 3:00

p-m. on a weekday, you will receive an e-mail notification with your Summary
Report the same day.

2 CalPERS - ACES - Microsoft Internet Explorer

G0 i A tion s

[Help Menu] [Screen Help]  Zaich Confirmation

[ Log Out

Your batch was successfully submitted to CalPERS.
D Change Password
[ Participant Inquiry Organization Name: California Public Employees Retirement System
D User Account Maintenance Usernarme: ITRAIN
_4Internet Forms Tracking |D; 72923 \
D ViewManage Batch DateiTime Received: 072752004 09:46 A 12
D Hew Enrollment Mumber of Transactions: 11
D Participant Change |E-mail address to send processing
D Appointment Change summary to: Personnel@publicagency.com
-] Health
... ] Dependent
I@ Dane é O Internet
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VIEW/MANAGE BATCH

Printing from View/Manage Batch

You have the option to print a list of all transactions from View/Manage Batch
when the batch has not been submitted and is “Open,” or when the batch has
been submitted and is “Waiting to be Processed.”

2 CalPERS - ACES - Microsoft Internet Explorer

mim dnica

[Help Menu] [Screen Help] Lﬂﬂumge Baiches

] Log out

] Change Password

:D Participant Inguiry

] User Account Maintenanc

:D Annual Member Statement
Employer Report

1 Internet Forms

[ viewManage Batch

7] New Enroliment

“-[7] Participant Change

7] Appointment Changy &

Organization; California Public Employees Retirement System

Username:| Self M

fPlease click on Tracking ID to view transactions

021512006 12:55 PM

‘] Health
i Dependent =
|| Healthembership File 1 [Help Menu] [Screen Help] |Batch Transaction Listing
1_| Status | | Submit Baich H Cancel Batch ]l
;—' Public Ag_jency Billing :% t:g:;: Hadserd Crganization: California Public Employees Retirement System
|__| Payroll File Transfer :D Participant Inquiry Username: ATRAIN
] User Account Maintenance Tracking |D: 210329
!D Annual Member Statemey Status: Open
m‘:ﬂe;m:n Mumber of Transactions: 3
_J; D \View;Manage Batch DatefTime Received: 02/15/2006 12:55 PM
‘-] New Enroliment
D Participant Change \lease click on the Trans. No. of the SSN you wish to ViewEdit.
-] Appointment Change i Mark all transactions for printing
ol i Prnt Trans.No. | SSN  TransactonTyoe  Particgant
| Dependent o | ] 30 123-45-XXXX Mew PERS Enrallment Jeremy Mouse
._I HeathMembarsHi e Transtes | |:| 2 T7T-27-XXXX New PERS Enrallment Luke Cohawk
|__1 Status |t & i
_| Public Agency Billing | | 3 880-01-XXXX |Mew Health Enroliment Johnwilson
|| Payroll File Transfer 1 0f1
&] £-Mail address to send pri i | aces@ealpers ca gov
3A
é‘l Done

é . Inkernet

1. Click View/Manage Batch on the Navigation Tree.
2. Click on the Tracking ID to open the batch you wish to print.
3. Select transactions to be printed in either of the following ways:
A. Check the box in the “Print” column to mark individual transactions
B. Check the box “Mark all transactions for printing” to select all
transactions.

4. Click Print Preview to format transaction(s) for printing (formatting may
take up to one minute). This will open in a separate browser window.
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VIEW/MANAGE BATCH

5. Click the “Print” button on your browser, or press Ctrl + P then “OK” to print
the transactions. One transaction will be printed per page.
6. Click the “Close” [X] button to close the printing window.

File Edit \Miew Favorites Tools  Help ;','

»

&

[ — i
1 LY | - q " . Ll
) T x p: ol | Search 1. Favorites @ Media 6:‘! "
\/\

i A e o O e e e O e el e e e e e e o e e e 5

# TRAMNSACTION REPORT EBATCH: 725833 DATE: 07/Z6/2004 TUIER: ATRATN
T T A A T A A A A T A A A S AR T A A A S T A A S A T TR AT TR LT TELL

e e e Bl il el e e el el e

* 1. New PER3 Enrollment
o o e o e el e ol e e e el e e e

NALME (LALST, FIRST, MIDDLE)

Mouse Jerewy
33N SIEX BEIRTHDATE QLD BIRTHDATE
123-945-XXXX H 01/01/1970

CUORRENT ADDRESS

Domestic Mailing
IN C/0O
BOX/3T :0ne Cheesy Lane
ZNDLINE:
CITY rSacramento
ST/EZIP :Ch Q5815
COUNTRY :
FPHOMNE : = X
APPT 3ZITART DT TREANIACTION TYPE POIITION ITATUS
0470172004 11 New PERS Enrollment hotive
ER CD:5649 Calpers ORG ID:1907
COVERALGE GROUP OPT RETIERE 3I¥3ITEM POIITION # CET »
< >

Please Note: Pop-up Blockers may prevent the Print Preview function from
operating. To temporarily disable a pop-up blocker, hold the Ctrl button down
on your keyboard while clicking on the Print Preview button.

NOTE FOR NETSCAPE USERS: When using the “Mark all transactions for printing,” the
pages are not paginating correctly. In order to print one transaction per page, you must print
each transaction individually. In addition, only the first page, up to a total of 11 transactions,
can be printed. For this reason, if you desire to print your transactions, you should limit each
batch to no more than 11 transactions per batch.
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NEW ENROLLMENT

New Enrollment

Use the New Enrollment function to add a new PERS appointment, with or without an
attached health enrollment, or Non-PERS/STRS appointment with health enrollment. **

use the New Health Enrollment screen.

If the Participant has been previously enrolled for CalPERS Retirement
benefits with your organization and is now enrolling for Health benefits only,

1. Select New Enrollment from the Internet Forms folder on the Navigation

Tree.

2. Enter the Participant’s SSN (Social Security Number) and Birth Date, and

click Get Data or press Enter.

“NOTE: State Employers (with the exception of Non-Central agencies) cannot
enroll employees directly into CalPERS membership through ACES - this must

be done through the State Controller’s Office Personnel Information

Management System (PIMS).
E]

xchange System

[ ]
[Help Menu] [Screen Help]
[ Log Ot
Change Password
l Participant Inquiry

User Account Maintenance
4 Internet Forms

] ViewManage Batch

Y] New Enroliment

BEE

) [Help Menu] [Screen Help] |New Enrollment

st [ Log out SSAF 123-45 XXXX
- 1Pu ] Change Passward Birth Date: 0W20195T  Clear AN /
[] Participant Inquiry o=
& Name: —
[] user Account Maintenance \
[7] Annual Member Statement Birth Date Certification: Mo Certification / ‘
Employer Report Mew Participant Enroliment.
_Internet Forms
{1 viewManage Batch First Narme: | ‘
. oot L ]
: D Participant Change Middle Name [ Initial
o ] Appointment Change Last Name: | |
—| '_IHeaith Nams Suic
e conse
__1 HealthMembership File Transfer
" Status EE Daytime Phone: Dl u Ext
__1 Public Agency Billing

1 Payroll File Transfer ® pomestic O Foreign

Address Type: | Mailing b

Supplemental Address !

Strest AddressiPO Box |

Additional Address LlnE:l
caty: |
State:| v

o] N |

Appointment ==

|

[E3

&] Done

S @ Internst
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NEW ENROLLMENT

Birth Date Certification: Indicates whether the birth date currently on
record has been certified with specific documents by CalPERS. If you
believe a certified birth date is incorrect, you must contact CalPERS to
have it changed.

If the Participant does not have a pre-existing appointment, the message
New Participant Enroliment appears in the Participant Information section.
Birth Date Certification will display a status of “No Certification.”
Continue to Step 3.

3. If the Participant has a pre-existing appointment (i.e., enrollment with a

28

previous employer), previous demographic information appears. If the
information is correct, go to Step 4. If the information is incorrect, update
the information. For new enrollments with no existing information in the
system, first enter demographic data (green /bold /italic fields are required):

e First name

e Middle name/initial

e Last name

e Name suffix

o Gender

e Employee’s (EE) daytime telephone number
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NEW ENROLLMENT

2 CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

[ Log out
] change Password
[ Participant Inquiry
[ user Account Maintenance
1] Annual Member Statement
Employer Report
i Internet Forms
“-[] viewManage Batch
7] New Enroliment
“-[ Participant Change
“[] appointment Change
‘... ] Health
‘-] Dependent
__| HealthMembership File Transfer
1 Status
___| Public Agency Billing
|__1 Payroll File Transfer

[N gl e

AEE

L’\"en Enroilment
Patpatmomaton
S8M: 123-45-XXXX
Birth Date: 031281957
MName:
Birth Date Certification: Mo Certification
Mew Participant Enrolliment.

First Name: |

Middle Mame [ Initial:

H

Last Name: | |

MNarme Suffix:

Gender:

EE Dayime Phone: | ) I

& Domestic O Forelgn

atoss 1y

Supplemental T\rpe.| v|

SupplementalAddress‘|

|

Street AdaressiPO Box: | >—
|
|

Additional Address Line: |

city: ‘
State: | |

el H ] _

Appmtment ==

@ Done é © 5

4. Enter Participant’s address.
Domestic or Foreign Address Type (the default is Domestic)
Address Type (the default is Mailing)
Supplemental Address Type
Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)
Street Address /PO Box
e Additional Address Line
e City
e State
e ZIP (only first five digits are required)
5. Click Appointment to advance to the next New Enrollment screen.
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NEW ENROLLMENT

[Help Menu] [Screen Help] WNew Emrollment

[ Loy out SSAE 123-45-XXXX

[ change Password Birth Date: 01/0111970 Clear

|7 Participant Inquiry S -

| user Accout Maintenance
] Annual Member Statement

Birth Date Certification: Mo Gertification

Employer Report
_A Internet Forms
& D ViewManage Batch Organization Marme: | 5899 CalPERS v|
-] New Enroliment Appointment StartDate:| ] | (i)
D Participant Change Appointment Status: | Active ¥ |
1 Appointment Chiange Retirement System: | Fublic Employees' Retirement » ‘
--___| Health
-] Dependent SCO AgencyUnitClass/Serial: L L{ /‘

__| HeatthMembership File Transfer

Bargaining Unit Rank / Unit: I}i
] Status
|~ 1 Public Agency Billin
I_I g 2 i Get Coverage Group
|__1 Payroll File Transfer

reavarnna renine | ol

@ Daone é 0 Internet

6. Enter Appointment information.

e Organization name. Your organization name automatically populates
this field. (If you are a registration servicer who processes transactions
for other agencies, select the name of the member’s agency from the
drop-down menu.)

e Appointment Status (the default status is Active)

e Retirement System (the default is CalPERS)

Only State Employers will see the following fields (Note: Legislative employers
should not enter data into these fields):

e SCO Agency /Unit/Class /Serial (use the most current external position
number)
e Bargaining Unit Rank /Unit
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NEW ENROLLMENT

7. Click the Get Coverage Group button in order to populate all valid Coverage
Groups associated with the Appointment Start Date. If CalPERS was selected
as the retirement system in Step 6, enter the following information:

2R CalPERS - ACES - Microsoft Internet Explorer

“-{] Participant Change Appointment Status: | Active ~ |
“-[7] Appointment Change
-] Health

Retirement Syster: | Public Employvees' Retirement v |

) Dependent SCO AgencyilnitiClassi/Serial: l:M:H:H:I
[ HealthMembership File Transfer Bargaining UnitRankrune | |
| Status
" | Public Agency Billin
= i Get Coverage Graup ™N
__| Payroll File Transfer
Coverage Gmup:| V|

Optional Member []
Basis for Membership: O Full- Time for = & months
O Park-Time == 20 hrs for == 1 year >'
O Indeterminate == 20 hrs a week for 1 year
© 1000 hours /125 days in FY
O already a PERS Member
@ Mone of the above /

@ Done é ' Int% 9

e Coverage Group. Select appropriate value from the drop-down menu.

e Optional Member: This box should be checked only if the employee is an
"Optional" member (such as an elective officer or a legislative employee)
that is electing to enter CalPERS membership.

NOTE: For elective officers (e.g., City Council, County Board of Supervisors),

the Election of Optional Membership form (AESD-59) must still be signed by

the employee and sent to CalPERS.

e Basis for Membership. Click the button to select the reason the Participant
qualifies for CalPERS membership. (This section is optional. Please refer
to the Public Agency Procedure Manual for the requirements.)
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NEW ENROLLMENT

8. If you wish to view (or have corrections to) demographic or address
information, click Address. Return to Step 3.

9. If the Participant is only enrolling in Retirement benefits with CalPERS, and all
information is correct, click Save.

10. If the Participant is also enrolling in Health benefits with
CalPERS, click the Health button to attach the health ont foraet 1
on‘ttrorget to

enrollment to the eligible appointment. submit your
batch via

View/Manage
Batch!
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A CalPERS - - Microsoft Internet Explorer

[Help Menu] [Screen Help]

1 Log Out

D Change Password

D Participant Inquiny

D User Account Maintenance
[ Annual Member Statement

Employer Report
_4 Internet Forms
) VM oot ventoasor: N |
7] New Enroliment Event Date: Malf [mmiddiry)
=0 Change #HB0 Recarvedpate:| 1| Immidery)
T Health Event Effective Date: Lf\ h | Eraendddany)
=) Eligibility ZIP: [if differert from mziling address ZIP]DER Address
__| HealthMembership File Transfer Malling/Residential ZIP: 95814
=_|Sla1us Get MedPlan

|1 Public Agency Billing
|__| Payroll File Transfer

HED
A

cchange System

New Enrollment

Save

SSAL 123-45- XXXX
Birth Dater 11011970 Clear|
Pare: Brian Farry
Birth Date Cedification: Mo Certification

Plan Name: | v
Party Rate:|_|

Prirnary Care Physician:l ‘ |
Coverage Type:| Basic v
Wedical Group: | v

Spouse S5M: I I [Required if married and not adding as dependert|

Ciualifying 55M I:I:I:l
|m Relationship Gender [Coverage Type
f=3=10] I_l_ [Required for spouze/Domestic partrers]
FirstNarme: | | ]
@Done é O Internet
11. Enter Health Enrollment information (green /bold /italic fields are

required):

e Health Event Reason

12.

13.

e Fouent Date
o Health Benefits Officer (HBO) Received Date
e Health Event Effective Date

Click Get MedPlan. This queries ACES for all Medical Groups and Health
Plans effective on the health event effective date (this includes future effective
dates) for the participant’s ZIP code. The Plan Name will populate in the
drop-down list for selection. Choose the appropriate plan (both State agency
and Public agency plan codes are shown).

Continue to enter Health Enrollment information:

e Plan Name (ACES provides a list of available plans)

e Party Rate (See Glossary or on-line Help for definition)

e Eligibility ZIP (Complete this field only if Residence or Employer ZIP
used for eligibility is different from mailing ZIP code)

e ER Address (Check this box when the enrollment is based on the
Employer’s ZIP Code)

e Primary Care Physician
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e Coverage Type (the default is Basic)

e Medical Group (State Agencies will not see this field. This applies to
public agency and school district employees only; the employee’s
recognized employee group associated with the contract (resolution) for
health benefits.)

e Spouse SSN. Required if married or registered domestic partner, unless
spouse or domestic partner will also be a dependent on Participant’s
Health coverage; in that case their SSN is entered in the Add Dependent
list (see Step 15)

e Qualifying SSN (Required when enrolling in own right due to loss of
other CalPERS coverage)

14. If Participant has
dependents to enroll, go

Don’t forget to to Step 15. If no
submit your

batch via dependents, click Save.

View/Manage
Batch!
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3 =]
Spouse S3N; |_|_|_ [Required if married and not sdding a5 dependsrt) =
aualiingssn: [ | |
S5M: |_|_|— [Required for spouseIDoA'ﬁc partners]
First Narme: |
Middle Namesnitial [
Last Name: |
Marme Suffix I_L, \l
Gender: I—Ll > ﬁg
Birth Date: I_d_ ;1_ [ mrndddfnmy /
Refationship: | =l
Coverage Type: | Basic j
Primary Care Physician: |
Add to List j
<<pddress | <=Appointment | CancelHeatth |
€ L[]8 [ e /

15. To enroll dependents, enter dependent information (green /bold /italic
fields are required.)
SSN (Required for dependent who is a spouse or domestic partner. Users
are also encouraged to enter SSNs for all dependents if possible.)

16.

First Name

Middle Name/ Initial

Last Name

Name Suffix

Gender

Birth Date

Relationship

Coverage Type (the default is Basic)
Primary Care Physician

When you have entered all required

information, click Add to List. If this step is
skipped, dependent information will not be sent to
CalPERS.

If this is the only dependent to be added, go
to Step 20

To enroll additional dependents, return to
Step 15

ACES User Guide

**% ATTENTION ***

Previously Existing
Dependents:

If an employee previously had
health coverage from CalPERS
through another employer, any
previous dependents will be listed
in the Dependent List. In order for
the dependents to become active
under the new plan, you must
select the dependent name of
each dependent. The Coverage
Type then defaults to “Basic.”
Click Update List, then save your
transaction.

about
section

For more information
dependents, see the
Internet Forms: Dependent.
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e Toadd, change, or delete information for a dependent you've just added,
go to Steps 17-18

e Toadd, change, or delete the Participant’s demographic/address
information, go to Step 19

17. To make changes to a dependent you've just added (but before you've

18.

19.

20.

saved), click on the dependent's name. When information appears, make the
desired changes. Click Update List. (Do NOT click Add to List; otherwise,
another dependent will be created.) When you are satisfied that all
information is correct, go to Step 20.

To delete a dependent you've just added (but before you've saved), click on
the dependent's name. When information appears, click Delete From List. When
you are satisfied that all information is correct, go to Step 20.

If you need to correct or add information to the Participant’s address or
appointment information, click Address or Appointment. If you have added
this health enrollment in error, click Cancel Health.

When all adds/changes/deletes are completed, click Save.

submit your
batch via
View/Manage
Batch!

Spouse SSM: I_I_I [Required if married and not 3dding == d
aualiingssn: [ | |

Mame  |minhDate [Resationsnip 5
Batt Simpson 1211513582 Child Male Basic
Lisa Simpson 121481390 Child Female Basic

1 0f1

oM I I I [Required for spouse/Dameastic partners)

First Natme: |Li 53

Middle Namesnitial [
Last Name: ISimpsnn
Mame Suffix I_L,
Gender: Im

Bfrﬂr[mre:l'l? f|15 1990 | [rrmiddiny)
Refationship: | Child j

Coverage Type: I Basic j

Primary Care Physician:l

AddtoList | Updatelist | Delete From List |

=<pddress | ==Appointment | cancelHeatth |

|

A
|&] Done )j <E|Q Internet

N

Don'’t forget to

0
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Participant Change

Use this function to edit an existing Participant’s demographic information.

1. From the Internet Forms folder on the Navigation Tree, select Participant
Change.

2. Enter the Participant’s SSN and click Get Data or press Enter. The
Participant’s previously entered information appears in two sections:
Participant Demographics and Participant Address.

| CalPERS - ACES - Microsoft Internet Explorer.

[Help Menu] [Screen Help] ;Pa:s.icipm Change

% I(_::Z:;: Password 5N |:L|:Ir (Click one time onhy)

[ Participant Inquiry Name: Birth Date:

[ user Account Maintenance Organization:

] annual

= | mﬁﬂﬂ:n A CalPERS - ACES - Microsoft Internet Explorer Elilrgl
D ViewManage Batcl m T —— T — = .

7] New Enroliment
=7 participant Change||
‘[ Appointment Chan,

[Help Menu] [Screen Help]

L. | Health —
. :: Dea w Reset]
i ependel
; | Logout SSAt 880-01-XXXX Clear]
i < T Name: John Wil Birth Date: 08/12/1962
|| Status ] Participant Inquiry ames Jann ¥iison ! &
=4| Public Agency Billing D User Account Maintenance Organization: City of Garden Grove
|| Payroll File Transfer | Annual Member Statement
Emplover Report
i Internet Forms
7] Viewmanage Batch First Mame: [John | N\
“[] New Enroliment Middle Name finitial,| |
[ Participant Change LastName:|WiIsun |
1 Appuintment Change
i Mame Suffix v
i~ .
‘.| Dependent Gender:
|__| HealthiMembership File Transfer Birth Date; 091211962
I_l Status New Birth Date:| [ | |ty
(2= Pubilic Agency Bling Birth Date Certification: Mo Certification
|__| Payroll File Transfer
o=l oy EE Dantime Phane:; { ) - | Ext, J
& & Domestic O Faoreign
Address Type: | Mailing b
Supplemental Type | V|
Supplemental Address: | |
Street Address/PO Box: [§224 Outlook Way |
Additional Address Line: | |
Gity: |River5ide | |
State: | California bl |
Zip: (92502 |- -
52 | [ ] "
&] Dane S @ Internet

3. Participant Demographics: Change or add desired information at the fields
listed below (remember that green /bold /italic fields are required):
e First Name
e Middle Name/ Initial
e Last Name
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e Name Suffix
e Gender

e Birth Date (Date currently on file is displayed here)

e New Birth Date (Note: If there is a birth date certification, this change
cannot be made via ACES. Contact us at 888 CalPERS (or 888-225-7377) to
have this change applied.)

EE
| __1 Public Agency Billing

B

- Hirth Date: U4 L
Mew Birth Date:l_ll i1 {mmiddAany)
Birth Date Certification: Mo Certification

eepayime Phone: (D[ | |ea

& Domestic O Foreign

adiess rype:[Vaiing ] A

Supplemental Type:l v|

Supplarmental Address:l |

Street AddressiPO Box |2 Any Road | >
|
|

Additional Address Line: |

City: |any City
Siate: | California e |
aesfoooss || 1| .
Save Reset
1l = | E
I@ é ° Internet

4. Participant Address: Change address information by altering the following;:
e Domestic/Foreign address type (the default is Domestic)

Address Type (the default is Mailing)

Supplemental Address Type

Supplemental Address Line (prints above address line to be used with

Supplemental Address Type)

Street Address /PO Box

Additional Address Line

City

State

ZIP (Only first five digits are required)

5. When all changes are complete, click Save. Don’t forget to
NOTE: The effective date of this transaction will be the submit your

batch via

date the transaction is processed. View/Manage
Batch!

38 ACES User Guide



APPOINTMENT CHANGE

Appointment Change

The Change Appointment Status /Coverage Group changes a Participant’s
appointment status and/or coverage group. You may also change the
Participant’s address at the same time.

(Appointment Status definitions are listed at the end of the function instructions.)

[Help Menu] [Screen Help] :("hange Appainimeni Sintus'Change Covernge Group
[ Log Out
] change Password
:D Participant Inguiry
] User Account Maintenance
[ Annual Member Statement
Emplayer Report
_i Internet Forms
7] wiewManage Batch
7] New Enroliment
|71 Participant Change
== Appointment Change

ssill H H {Click one time only}
Name: Birth Date:

Organization:

[Help Menu] [Screen Help]

; 1 Public Agency Billing
|| Payroll File Transfer

] user Account Maj
[ Annual Member

Organization: City of Garden Grove

4, :ea“hd P 5 q rou) Sa\-’B
‘.. | Depende
| Dep o [ Log Out SSAL B90-01-XXXX Claar
__1HealthMembership File T\[™ change Password i
] Status .D Participant Inguiry Name: Johnathon Wilson Birth Date: 09/12/1962

‘ Employer Report Click on the effective date to select appointment.
it Forms | Ot RetiementSystem U SCO
€ SER Batch 035000 Actve 0979 70001 MiscWID Mo | Public Employees’ Mane Nane:
-] New Enrollment 55 FULL Retirerment

~-[7] Participant Change 1af1

[ Appointment Change

emectvenate:| [ |mrweany)

__| Health
-] Dependent Appointrment Status: ‘ Active v |
RTINS i e e
__| Status

Get Coverage Group

Coverage Group:| 70001 Misc W0 S5 FULL V|
Optional Member []

| Public: Agency Billing
__| Payroll File Transfer

&]one 2 @ Internet

1. Open the Internet Forms folder and click on Appointment Change.
2. Enter the Participant’s SSN, and click Get Data or press Enter.

3. You will see the screen as it appears above, with the Participant’s
appointment history by date. Locate the appointment you wish to view and
click on the Effective Date. The fields below will populate with appointment
information. (If the Participant has more than five appointments, click
Previous or Next to scroll through the history.)
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A CalPERS - AGES - Microsoft Internet Explorer

[Help Menu] [Screen Help]
Reset
[ Log Out

D Change Password

S5 BA0-01-XXXX 't:lgar|

D Participant Inquiry Name: Johnathon Wilsan Birth Date: 09/12/1962

[ User Account Maintenance Organization: City of Garden Grove

[7] Annual Member Statement
Employer Report Click on the effective date to select appointment.

3 it Foms s S || o i O s
-] viewManage Batch 03152000  Active 0079  FODOT MiscWO Mo Public E B MNone
~[2] New Enroliment 55 FULL Re
-[Z] Participant Change - 10f1
~[2 Appointment Change =

--__| Health Effective Date: L‘ ¥ [rarmddfnnny]

-1 Dependent Appointment Status: | Active V‘
___| Healthmiembership File Transfer
__| Status

} 1 Public Agency Billing [ GetCoverage Group |
|| Payroll File Transfer Coverage Group | 70007 Misc'WH0 55 FIULL Vi
Optional Member. [[] @
Basis for Membership C)Full- Time for = B months >'

O PartTime == 20 hrs for == 1 year

O Indeterminate == 20 hrs aweek for 1 year
1000 hours {125 days in FY i
O Already a PERS Member

@ None ofthe above _/

& Domestic O Foreign

Address Type: | Mailing b

Supplemental Type | V|
I |

E‘[Dona é 0 Internet

<

4. Enter the Effective Date of change.

5. Change any applicable information as follows:
e Appointment Status (See Page 41 for definition of options)
e (lick Get Coverage Group and change the Coverage Group
e Optional Member (if applicable)
e Basis for Membership (if applicable, refer to Public Agency Procedure
Manual for definitions)

6. If this completes the changes, click Save. If you need to change the
Participant’s address as well, scroll down the page and continue to Step 7.
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J File Edit “iew Favoites Tools Help |J a7

J Address

| Links

1000 hours P 125 days in FY ;I
© Already a PERS Member

& None ofthe above

& Dormestic © Foreign ~

Address Type: IW;,
Supplemental Type:l j
Supplemental Address: |
Street Address/PO Box: [1 Any Ave >.

Additional Address Line: |

City: [Any City 8

State: | Califarnia, j

ze:[rrr | ]

i€l REN I CR

7. Change address information by altering the following:

e Domestic/Foreign address type (the default is Domestic)

o Address Type (the default is Mailing)

e Supplemental Address Type

e Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)

o Street Address /PO Box

e Additional Address Line

e City
o State Don'’t forget to
e ZIP (Only first five digits are required) submit your
atch via
8. When all changes are complete, click Save. View/Manage

Batch!
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Appointment Status Definitions

STATUS

Active

DEFINITION |

Currently working in this position, or has returned from a
leave.

Educational Leave (State employees
only)

Leave is granted for the purpose of further education.

Family Leave of Absence

Approved maternity/paternity leave.

Industrial Disability Leave

Worker in a safety classification placed on leave for a
work-related injury or illness. Available to local
miscellaneous employees by contract amendment only.

Layoff

Layoff (or in lieu of involuntary transfer).

Leave of Absence

Select this status only when the Retirement System is
JRS1 or JRS2

Maternity/Paternity Leave

Leave granted for the purpose of giving birth, and/or
caring for a newborn child.

Military Leave of Absence

Absent from work due to active service with a branch of
the United States Armed Forces.

Non-industrial Leave of Absence

Off work and receiving temporary disability payments for
a non-job-related injury or illness.

Permanent Separation

Left work with no projected date of return. This status
must be granted for Participant to be eligible for refund
of CalPERS contributions. Selecting this option opens
the Status Reason field. (Note: If employee is granted
this status and then returns to work at your agency, you
are required to enter a new enrollment for that person).

Sabbatical Leave Full Pay

On approved leave; receiving full compensation for time
not worked.

Sabbatical Leave Partial Pay

On approved leave, but is receiving partial
compensation.

Service Leave of Absence

On approved leave.

Special Leave of Absence

(State employees only.) Educational LOA, Partial LOA,
or Special Leave for Research or Creative Activity.

Temporary Separation

Temporarily separated from employment for a minimum
of two (2) months and is expected to return. (NOTE: A
separation of fewer than two months is not reported to
CalPERS.) Select this status when none of the other
status definitions apply.

To Alternate Retirement Plan

A non-vested member who is subject to a G.D. 20306
Retirement Plan is working fewer than 20 hours a week,
and must switch from CalPERS coverage to the
Alternate Retirement Plan.

Workers Compensation Leave

Worker in “miscellaneous” (i.e., non-safety) classification
is placed on leave for a work-related injury or illness.

42
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INTERNET FORMS: HEALTH

The Internet Forms Health function allows employers to submit new enrollment
and change information related to a Participant’s health benefits. Click on
Internet Forms, then the Health folder to see the functions available to you, as
shown in the diagram below.

Internet Forms

Health

QI
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New Health Enrollment

Use New Health Enrollment to enroll a Participant in Health coverage if the
qualifying appointment already exists.

If this is an entirely new Participant to your agency (i.e., the Participant does

not already have an appointment with your organization), use the
Internet Forms: New Enrollment screen.

"N New Health
Enroliment

D Change Password
[ Participant Inquiry
[ user Account Mainten [z

LT

gy SLE M

SN l:H:H:I (Click one time onhy)

Name: Birth Date:

[Help Menu] [Screen Help] [Vew Henlih Enroliment

Reset

[ Log out SSM: 890-01-XXXX  Clear

D Change Password

i 3 Name: John Wilson Birth Date: 0971211962
[ Participant Inquiry L3
[ user Account Organization: Garden Grave City Of

Maintenance
4| _ 1 Internet Forms
“[1] viewManage Batch

B e s Hoalt Evant Reason: N ~.
[} Participant Change Event Date: D@[mm!ddm]
[ Appointrment Change HBO ReceivedDate:| J| Jff |immisa —
/14 Health } —
D New Health Heaith Fvent Effective Date: l:lf F‘ [rrniddfnnn]
Encoliment Get MedPlan —
“~[7] New COBRA
Enroliment Plan Name: | v |
| “-[1] Change Health Plan | v
I@ Done é 0 Internet

1. Select the Health folder under Internet Forms on the Navigation Tree. Click
New Health Enrollment.

2. Enter the Participant’s SSN and click Get Data or press Enter.

3. If there are multiple appointments on file, select the appropriate one by
clicking on the Effective Date. Continue by entering the Health Enrollment
information (green /bold /italic fields are required):

44

Health Event Reason

Event Date

Health Benefits Officer (HBO) Received Date
Health Event Effective Date
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4. Click Get MedPlan. This queries ACES for all Medical Groups and Health
Plans effective for the ZIP code on the health event effective date (this
includes future effective dates) and populates the Plan Name drop-down list
for selection.

A ooy for Pavrtrers

[Help Menu] [gcreen Help] Hea..{m Enzollment

[ Log out
SSM: 890-01-XXXX Clear
D Change Password —l
D Participant Inquiry Name: John ilson Birth Date: 094121962
D User Account Maintenance Organization: Garden Grove City Of |
[1] Annual Member Statement |
Employer Report I
_4Internet Forms |
- D ViewManage Batch Haaith Event Reasom ‘ L | |
~[Z] Mew Enroliment EventDater| | f{i!{T (]
Participant Change =
D . - 2 HBOQ Received Date: L‘, i (/]
= D Appointment Change S
4 Health Heaith Event Effective Date: lﬂl_M | (mmidann) |
“+[7] New Health Get MedPlan i
Enroliment N
“.[7) New COBRA Pl ‘_ v
) Enroliment Party Rate: L‘
i-[7] change Health Plan
D Change Coverage Eligibility ZIP: ’—| [if differant fram mailing address 2IP§[C] ER Ad
i-[1] cancel Coverage Primary Gare Physician: | | >
[ change Medical Coverage Type: | Basic b
Group !
“-[1] Change Premium Iedical Group: v
;' De::::j?a?l:ﬂ Spouse 55N |j | (Required if married and noffjadding == dependent)
| HealthiMembership File Qualifying SSM: | | 4
Transfer |
__| Status |

@ é 0 Internsk

5.  Continue to enter Health Enrollment information:

e Plan Name (Select available plan from drop-down list)

e Party Rate (See Glossary or on-line Help for definition)

e Eligibility ZIP (Complete this field only if Residence or Employer ZIP
used for eligibility is different from mailing ZIP code)

e ER Address (Check this box when the enrollment is based on the
Employer’s ZIP Code)

e Primary Care Physician

e Coverage Type (The default is Basic)

e Medical Group (State Agencies will not see this field. This applies to
public agency and school district employees only; the recognized
employee group associated with the contract (resolution) for health
benefits. )

e Spouse SSN (Required if married or registered domestic partner, unless
spouse or domestic partner will also be a dependent on Participant’s
Health coverage; in that case their SSN is entered in Add Dependent [see
Step 71])

e Qualifying SSN (Required when enrolling in own right due to loss of
other CalPERS coverage)
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J File Edt View Favoites Tools  Help H "o »Hﬁgdress

J Links

__1 Public Agency Billing Qualifying SSM I l_l ;I

Birth Date |Relationship Gender |Coverage Type

SEN; l_l_l— [Required for spouse/Domestic partners)
FrstName:[ | N
Middle Mamenitiat [ |
LastName: l—
Mame Suffix; lﬁ
Gender: Iﬁ
girth Date: [ ]| (mmvetdinonn >

Relationship: | j

Coverage Type: | Basic j

Primary Care Physician:

Add to List | )
ef

] [ B e
6. If the Participant has dependents to enroll, go to Step 7. If there are no
dependents to enroll, click Save.
7. At Health Enrollment - Dependent(s), enter dependent information as
follows (green /bold /italic fields are required):
e Social Security Number (Required for spouse or domestic partners. Users
are encouraged to enter SSNs for all dependents)

o First Name

e Middle Name/Initial
o Last Name

e Name Suffix

o Gender

e Birth Date

e Relationship

e Coverage Type (the default is basic)
e Primary Care Physician

8. When you have entered all green /bold /italic information and all applicable
optional information for the dependent, click Add to List. If this step is
skipped, dependent information will not be sent to CalPERS.

e If this is the only dependent to be added, go to Step 11
e To enroll additional dependents, repeat Steps 7 and 8

e If you want to correct or change information after you have Don’t forget to
clicked Add to List, go to Step 9 S‘é‘;’:{‘)'ﬁ b

View/Manage
Batch!
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J File Edit ‘“iew Favortes Tools  Help H o P

Jﬁgdress J Links >
__1 PUTHIC AETICY BT IS ST | T T ;I

Birth Date ]
Frodo Baggins 0211472002 Child ale Basic

10of1

S5hM: || I I [Required for spouse/Domestic partners]

First Name: |Fr0do

Widdle Marmesinitial: I—
Last Namre: |Elaggins
Mame Suffix I_L,
Gerr{fer:lm

Bfrﬂr[mre:lﬂ? r|14 2002 | (mmiddiyyyy)
Refationship: I Child j

Coverage Type: I Basic j

Frimary Care Physician:l
AddtoList | UpdateList | Delste FromList |

|@ Dane I_QJJ Intermet
9. To make changes to a dependent you have just added (but not yet saved),

click on the dependent name. When information previously entered appears,
make desired changes. Click Update List.

woll

10. To delete a dependent you have just added to the dependent list (but not yet
saved), click on dependent name. The information previously entered for this
dependent appears. Click Delete from List.

11. When all adds/changes/ deletes are completed, click Save.

Don’t forget to
submit your
batch via

View/Manage
Batch!
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New COBRA Enrollment
1. From the Health folder in the Navigation Tree, select New COBRA

Enrollment.

2. Enter the COBRA participant’s SSN, Health Event Effective Date, and Birth
Date. Click Get Data or press Enter.

48

3 Loy Out

D Change Password

5] Participant Inquiry

3] user Account Maintenance

[F) Annual Member Statement
Employer Report

_iInternet Forms

] New Health
Enroliment

i[5 cancel Coverage

:-[7] change Medical
Group

{2 change Premium
Payment

] Dependent

__1HealthMembership File

Transfer
1 Status

SRR o MR ic ation s

Health Event Effective Date: | 1 I (MmN
armpate: | | U (rmidayy) [ Get Data_| Click one time only)

<

&

é 0 Internet
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3. Verify or enter the following (green /bold /italic fields are required):
e First name
e Middle name/initial
e Last name
e Name suffix
e Gender
¢ Employee’s (EE) daytime telephone number

Lo mimilnications Exchange System

A _:\'Ttﬂ’?‘ 1) DﬂS Ry o1 coev s
| [Help Menu] [Screen Help] New COBRA Healith Enrollment |
[ Log Out |

D Change Password . | 1
[ Participant Inquiry ssié | I_
] User Account Maintenance Health Event Effective Date: |_fi_ ﬂ'l [mmiddhary]

i :E‘rmr;;:s;rgeﬂrg:zrnmmmem Birth Date: I_i ;'l [mmiddivyy) | GELData
_A Internet Forms
[ vewntanage e IPotOGHaM Demaprapties 1 ——
0] Mew Enroliment First Marme: Tina | N

[0] Participant Change Migdle Mame/nitial. |
Appointment Change

3 a0p s Last Name: Tumer |

i Health

- Name Suic 3
g oander
E ew

Enrollment EE Daytime Phone: ({916 —5555 E;ﬂl:l -

‘-[] change Health Plan
i-[7] Change Coverage

i-[7] Cancel Coverage @ pomestic O Foreign
[ Change Medical . 3
Group Address Type: | Mailing
L D Change Premium Supplemental Type:
Payment
-1 Dependent EupplememalAddress"
] HealthMembership File Street Address/P0 Box ‘400 P Street
Transfer
| Status Additional Address Line: |
"] Public Agency Billing City: |Sacramento
__| Public A Bill ity

State: ‘ Califomia

e ]

L Heaith =

W Internet

4. Verify or enter Participant’s address.
e Domestic or Foreign Address Type (the default is Domestic)
e Address Type (the default is Mailing)
e Supplemental Address Type
Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)
Street Address /PO Box
Additional Address Line
City
State
e ZIP (only first five digits are required)

5. Click Health.
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/) CalPERS - ACES - Microsoft Internet Explorer |Z”E|D__<|
_dInternet Forms L]
{7 View.Manage Batch
-[7] New Enroliment Heaith Event Reason: |132—COEIRA Loss of Employment V| \
[ Participant Change Eventnate:| | Jimmiddanm
~[0 Appointment Change HBOReceivedDate:| J| | Jimmiscnon
fod Health
AHea Pian Name: | |
7] New Health
Enroliment Party Rate: I:I
“{Z] New COBRA

Enroliment Eligihility Basis: | COBRA Qual Subscriber |
D Change Health Plan Eligitility ZIP; l:l [if differert fram mailing addres= 2IF) [ | ER Addrass > 6

""" D Change Coverage Primary Care Physician:| |

----- ) cancel Coverage

[0 change Medical Coverage Typs:
_ Group Spouse SSM: l:l:l:l [Required if married and not adding s dependent)
2] Change Premium
Payment COBRA Start Date: 09/01/2005 (rmirmiddinany)
L] Dependent cosragndpate:| | | Jimmionmm
_1 HealthMembership File
_lTransfer " Qualifying SSN:l:I:I:I /
| Status 2
&] Done S & Internet

6. Enter the COBRA Health Enrollment information (green /bold /italic fields
are required):

e Health Event Reason

e FEvent Date

o Health Benefits Officer (HBO) Received Date

e Plan Name (ACES provides a list of all plans, including plans which may
not be in participant’s ZIP code)

e Party Rate (See Glossary or on-line Help for definition)

e Eligibility Basis (This field will appear if the Health Event Reason Code
selected is 131, 132, 137, or 138. Leave at the default “COBRA Qual
Subscriber” [This does not become a required field for dependents.])

e Eligibility ZIP (Complete this field only if necessary to qualify for a
specific plan or if different from mailing ZIP code)

e ER Address (Check this box when the enrollment is based on the
Employer’s ZIP code)

e Primary Care Physician

e Coverage Type (The default is Basic)

e Spouse SSN (Required if married or registered domestic partner, unless
spouse or domestic partner will also be a dependent on Participant’s
Health coverage; in that case their SSN is entered in Add Dependent [see
Step 71])

e COBRA Start Date (This field will populate based on the information in
Step 2. This is not a changeable field)

e COBRA End Date (COBRA Beginning and Ending Date information can
be accessed by clicking on Screen Help, scrolling to Step 15 and clicking on
the COBRA End Date link)
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e Enter Qualifying SSN if the enrollment is for a dependent. The Qualifying
SSN is the Social Security Number of the Employee.

aualiing e[ ||

Gender

M=l B3

Coverage Type

oM I I I [Required for spouse/Darnestic

First Name: |

Middle Namesnitial [
LastName: |
MNarme Suffix I_L,
Gender: I—Ll
girmpate:[ [T | immsddinom)

Refationship: | [ |

Coverage Type: I Basic j

Primary Care Physician:l

zrtrers)

-

Add to List |

€l

’_ ’_ Ewmet 4

7. If enrolling dependents, scroll down and add dependents or update the
coverage type for existing dependents on the list. For additional information
about adding dependents, see the New Health Enrollment section in this User

Guide.
8. Click Save.
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CHANGE HEALTH PLAN

[ Log Out
7] change Password
[ Participant Inquiry
[1] user Account Maintengle
_A Internet Forms

Change Health Plan

Change Health Plan allows you to change an existing Participant’s health plan.
Use this when you receive a Participant request to change based on a
geographical relocation or requests to change received during open enrollment.
1. Open the Internet Forms folder, and click on Health, then on Change Health

Plan.
2. Enter Participant SSN and click Get Data or press Enter.

|_Get Data | (Click one time oniy)

Birth Date

sl H H ]

[Help Menu] [Screen
Help]

nge Health Plan

..... Mok Healn [ Log Out SSpE 890-01-XXXX Clear
] New COBRA 1] change Password Narme: Max Million Birth Date: 10/02r1 353
i Enroliment D Participant Inquiry Organization: Department Of Corrections Pelican Bay State Prison
Change Health PI D User Account
..... 7] change Coverag Maintenance A ) | ~
ef 1 Internet Forms e i G —
D ViewManage Event Date: i |J [rmidd )
Batch 1 1
; i . | jdd
Sl s enesni He0 RecavedDate Yt
[ Participant Health Event Effective Date:| | | i)
Change
; Get Plan
D Appointment -
: Change Pilan Name:| PERSCare-BC-278 v
H _:JEeaNIth _— Party Rate: 2
ew Heal
Enrollment Eligihility ZIF: I— [if different from mailing address ZIF) I:l ER Address
5] New COBRA ) -
Enroliment Frimary Care Physician: | |
“[2] Change Health |
Plan hoose Dependent from list below to Change that Dependent's Pritnary Care Physician
""" D E!l_a..r.]?f,... Rirth Date  |Relationship Frimary Care Physician
< 7
@ 8 @ mnternet

3. Enter/edit the following information (green /bold /italic fields are required):
e Health Event Reason (Select the reason code from the drop-down list)
e Event Date (Enter the open enrollment date or date of relocation)
e HBO Received Date (Enter date the request was received by employer)
e Health Event Effective Date (Enter the effective date of change)

4. Click Get Plan. This queries the system for all available Health Plans
effective on the effective date and populates the Plan Name drop-down list.
This includes future effective dates.
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[Help Menu] [Screen Help]

Savs| Roset]

3 Log out —
) Change Password SSAE 890-01-XXXX c|e_ar|
D Participant Ingquiny Hame: Max Million Birth Date: 10/02/1953
[1] User Account Maintenance Organization: Department Of Corrections Pelican Bay State Prisan
[©] Annual Member Statement
Employer Report
i Internet Forms Healift .EvemReasan:| o
[ ViewManage Batch EventDate:| 1| | (mmiddinng)
% New Enrollment HBO Received Date:| | | {rnidd )
] Participant Change —
. 5 : |
D Appointment Change Heaith Event Effective Date: r‘1_.lf [ middnnn
b __‘jHeaIth GetPlan
[ New Health Pian Name: | PERSCare BC278 v
Enrollment
D New CO Party Rate: 2
Enroll I Jiia i
. Eligihility ZIP: [if differant from mailing address ZIP]DER Address
D Chang 5 — ‘:I
‘[ change Primary Care F'h\,fsician:| |
‘[ Ccancel Coverage
“-[1] Change Medical oose Dependent from list below to Change that Dependent's Primary Care Physician
. Group IS elact l'-l ame Birth Date  |[Relationship Primary Care Physician
Ch: P i 5 e = 3
D Pa:rr:lient remium - Kimbetly K Million 032311941 Spouse |Dr Lance Armstrong |
‘... ] Dependent ) 1of1 | —
[ HealthMembership File ‘Saue ‘
Transfer I -
I@ é 0 Inkernet

6

5. Enter/edit the following information (fields in green /bold /italic required):

e Plan Name (The current plan will populate. Select the new plan)

e Party Rate (This field is not changeable)

e Eligibility ZIP (Complete this field only if Residence or Employer ZIP
used for eligibility is different from mailing ZIP code)

e ER Address (Check this box if the Eligibility ZIP is the Employer’s ZIP
Code)

e Primary Care Physician

6. To add a dependent’s Primary Care Physician information, check the box next
to the dependent(s), and enter/edit the Primary Care Physician.

7. Click Save.

Don’t forget to
submit your
batch via

View/Manage
Batch!
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Change Coverage

The Change Coverage screen is used to submit a change to a Participant’s

and/or dependent’s coverage type (i.e., from Basic to Medicare).

1. Open the Internet Forms folder on the Navigation Tree, then open the Health
folder and click on Change Coverage.

2. Enter the Participant’s SSN and click Get Data or press Enter.

o mmlnications

[Help Menu] [Screen Help] !Cf:wsge

7] Log Out
7] change Password
[7) Participant Inquiry
7] user Account Maintenanc
_ 4 Internet Forms

ssie 1 (Click one time only)

Hame: Birth Date:

----- BT M ; e mmilnications

‘-/_1 Health

Hew Health -
| B New Heaks % Ié:g ':3:: oo SSM: B30-01-XXXX Clear
“-[7] New COBRA Mame: Max Million Birth Date; 10/02/1953

Enrollment [ Participant Inquiry
..... Organization: Department Of Corrections Pelican Bay State Prison
Maintenance
_{ Internet Forms

\

Health Event Reason: | v |

..... Group 2] New Enrollment Event Date: L'l_!f [mimiddiynny]

----- D Change Premium D Participant Change HBO Recelived Date: ll Irf [rrndddinnn_
P nit =
..... ayme D Appointment Change Health Event Effective Date: 4[;' !.I' {rarnfddiyvg) > @

...... _1 Health
: Plan Marme: Health Met-086
(1] New Health
_ Enrollment Party Rate: 2
1] New COBRA Participant Coverage:
Enroliment
D Change Health Plan Primary Care Physician: | | J

----- 2] Change Coverage

..... D Cancel Coverage échuuse Dependent from list below to Change that Dependent's Coverage

e TN oot [S5N Name [BihDate |Relationship Coverage
~_ Group | 0 Kimberly k< Million 03i231841 Spouse Basic v
-[1] change Premium | e B
i Payment |
i __1 Dependent i e |
|
@ S @ Internet

3. Enter/edit the following information (green /bold /italic fields are required):
Health Event Reason (Select the reason code from the drop-down list)
Event Date (e.g., Medicare effective date)

HBO Received Date (Enter the date the request was received by employer)
Health Event Effective Date (Enter the effective date of the change)

Plan Name (This field is not changeable)

Party Rate (Defaults to current party rate - not an editable field)
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e Participant Coverage (If this change is for the Participant, select
appropriate coverage type and proceed to Step 6. If change is for a
dependent, select coverage type of basic, and go to Step 4)

4. Click the box next to the appropriate dependent to place a check mark in the
Select column.

D Change Password
[ Participant Inquiry

[ user Account
Maintenance

[Help Menu] [Screen Help] |Cm2-? FM-’”EE‘? TJW

SSA: BA0-01-XXXX Cle r|

Name: Max Million Birth Date: 10/02/1953

Organization: Depattment Of Carrections Pelican Bay State Prison

_j Internet Forms

[ ViewManage Batch
“-[Z] New Enrollment
“-[Z] Participant Change
/2] Appointment Change
J Health

----- “+[7] Mew Health
Enroliment

----- “~[7] New COBRA
Enroliment

----- -] Change Health Plan
..... “[7] Change Coverage
----- “-[1] cancel Coverage
..... D Change Medical
Group |
----- “~[7] Change Premium |
; Payment |
-1 Dependent
"I File Transfer

&

Health Event Effective Date: _H r1 (rmmiddiy)

Primary Care F'h\,rsician:|

Chuuse Dependent from list helow to Change that Dependent's Coverage

Geisct BSN  Name  |BimhDate [Relationsnin

Health Event Reason: | v

Event Date: L‘ |J" [rrmddd g
HBQ Received Date: ll { [rrnidd gy

Plan Mamme: Health Net-036
Party Rate: 2

Participant Coverage:

Nmbeﬂwmllllun 03/2311941 Spouse

S & nternet

5. Select Coverage type from drop-down list.

6. When all Participant and dependent coverage changes have been made, click

Save.
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Don’t forget to
submit your
batch via

View/Manage
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Cancel Coverage

The Cancel Coverage screen is used to cancel a Participant’s health coverage.

1. Open the Internet Forms folder, and click on Health, then on Cancel
Coverage.

2. Enter Participant’s SSN and click Get Data or press Enter.

cations Exchange System

e g

[Help Menu] [Screen Help] | Cancel Covernge

] Log Out

D Change Password

[ Participant Inquiry

7] user Account
Maintenance

_AInternet Forms

----- 3] Viewmanage Batchfé

SSAE DEH:I (Click one time only)

Name: Birth Date:
Organization:

[Help Menu] [Screen {Cwe{ Coverage
Help] T

Reset

..... B Log ot SSAE 830-01-XXXX Clear
_____ Name: Glenda Monroe Birth Date: 10¢21/1943
..... Organization: Garden Grove City OF
7] cancel Coveragg [] user Account
----- o Heaith Event Reasor: |
_i Internet Foy o LIS L
iurg| -] view eventpate:| || I (i)
Batc|
ON 3 HBOReceivedDate:| | | |immudimm
..... W
[ Participa ange ealth Event Effective Date: AL' I [rmniddAnnn
“-[1 Appointment Flan Name: PERSCh-BG-222
Change )
fiiy :JHeaIth Party Rate: 1
-[1] Mew Health
Enroliment
i i
@ 2 8 Irkernet

3. Enter/edit the following information (green /bold /italic fields are required):
e Health Event Reason (Select the reason code from the drop-down list)
e Event Date (e.g., date of Participant’s request)
e HBO Received Date. Enter date the request was received by employer.
e Health Event Effective Date (Enter the effective date of change)
e Plan Name (This field is not changeable)
e Party Rate (This field is not changeable)

4. Click Save.

Don’t forget to
submit your
batch via
View/Manage
Batch!
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Change Medical Group

Use the Change Medical Group function to change the medical group
(recognized employee group) for a Participant who is an employee of a public
agency or school district. (State Agencies will not use this function. This applies
to public agency and school district employees only; the recognized employee
group associated with the contract (resolution) for health benefits.)

] Log Out
7] change Password
[7) Participant Inquiry
[7] user Account Mainten

{Click one time only}

Birth Date:

S5M: 830-01-XXXX Clear
Hame: Glenda Monroe Birth Date: 1072111943

----- 2] New Health
Enroliment

1] change Password
[ Participant Inquiry
D User Account Maintenance Organization: Garden Grove City Of

D \iewManage Batch ;Click on the start date to select appointment

-~{7] cancel Coveragel| *-[7] New Enroliment f : cBu
D Change Medical D Participant Change 03115/2000 040152000 Active Employees' Retirerment Mone B
Group “-[7] appointment Change Tt

4 Health Medical Group Effective Date: (i)
“-[1] New Health Get Med Group
+ Enroliment
| &1 0one [ New COBRA Medical Group: [ 000 ALL EMPLOYEES v,

|
B (5 ) =

|

1. Open the Internet Forms folder on the Navigation Tree, then open the Health
folder and click Change Medical Group.

2. Enter Participant’s SSN and click Get Data or press Enter.
3. Enter the Medical Group Effective Date.

4. Click Get Med Group. This will query the system for all available Medical
Groups for the effective date (including a future effective date) and populate
them in the drop-down list for selection.

5. Select the participant’s Medical Group

Don't forget to

(recognized employee group). submit your
: batch via
6. Click Save. View/Manage

Batch!
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Change Premium Payment

Changes a Participant’s method of premium payment to or from regular payroll
or direct pay. Payment method changes are usually the result of a Participant
going on or returning from a leave of absence.

1. Open the Internet Forms folder on the Navigation Tree, then open the Health
folder and click Change Premium Payment.

[ Log Out
D Change Password
[ Participant Inquiry .
[E1 user Account Maintenanco T S e (SN e

_A Internet Forms
{0] viewManage Batch || ASE 2 P ) sl
“-[7] New Enrollment = e S
‘[ Participant Change [Help Menu] [Screen Help] |Change Premium
D Appointment Change D od Save| Reset
...... ~\ Health Log Out SSAE B90-01-XXXX Clear
: D Change Password )
*[£] New Health 5 ) Mame: Glenda Monroe Birth Date: 10/21/1943
Enrollment [ Participant Inguiry
D New COBRA D User Account Organization: Garden Grove City Of
Enrollment Maintenance
IR Crdelant i 8 st Forma Heath € vent Recsor: N |
“[J] Change Coverage ] viewManage Batch T i -
..[7] cancel Coverage “[1] New Enrollment remiunmEaymentieno '_| T
1 "[] ChangeMedical || (] Participant Change eventpate:| |} Jimridonm
" g:wp v ‘{7 Appointment Change HBO Receivedpate:| J| W Jimmiddnonm L
> ange Premium ——
Payment J ekt Heaith Event Effective Date: il i I[mmiddiymr]
.1 Dependent 1] New Health |
Enrollment Flan Mame: PERSCh-BC-222
&l ~~{]] New COBRA Party Rate: 1
Enroliment
*[[] change Health Plan 4 Save Reset
-7 change Coverage 3
@Done é ° Internet

N

Enter Participant’s SSN and click Get Data or press Enter.

3. Enter/edit the following information (green /bold /italic fields are required):

e Health Event Reason (Select the reason code from the drop-down list)

¢ Premium Payment Method (This field populates automatically after
Health Event Reason is selected)

e Event Date

e HBO Received Date (Enter the date the request was received by

Don’t forget to

employer) Slgbltni; your
atch via
e Health Event Effective Date (Enter the effective date of change) View/Manage

Batch!

e Plan Name (This field is not changeable)
e Party Rate (This field is not changeable)

4. Click Save.

Please Note: If the employee is on leave without pay and does not wish to continue health coverage by

Direct Pay of premiums, a cancellation of coverage must be processed using Reason Code 533.
Upon return to work with pay, a new enrollment must be processed using Reason Code 160.
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INTERNET FORMS — DEPENDENT

INTERNET FORMS: DEPENDENT

The Internet Forms, Dependent folder is comprised of three functions, as shown
in the diagram below: Add Dependent, Change Demographics, and Delete

Dependent.

Dependent

ACES User Guide

59



ADD DEPENDENT

Add Dependent

This screen is used to add dependents for a Health Participant.

1. Open the Internet Forms folder on the Navigation Tree, select the Dependent
folder and click on Add Dependent.

StLE M

[ Log Out
D Change Password
[ Participant Inquiry 8
[7) user Account Mainte 3
_1 Internet Forms :

Resst

SSME BA0-01- XXXX Cls '_r|

[ change Password

A : Mame: Vance Austin Birth Date: 1272211548
[ Participant Inquiry
[7] user Account Organization: Water Resources Control Board
. Maintenance
[Z] Annual Member 1 ~N
Statement Employer Heaith event Reasor: | [ N -
Report Event Date: i !f [ramdddivyag
_ Internet Forms
1 T Jdd = |
“-[]] viewManage Batch HBO Hecelved Dale: I:H:H:I[mm o] >
*[7] New Enrollment Heath EventEffectveate:| [ [ Jimmissnom
~[1 Participant Change Plan Name: Blue Shield-205
D Appointment Change i E

_ Dependent

Birth Date [Relationship

Betty P Austin 10730/ 966 Spouse Female Basic

] o Christina C Austin 10/09/1392 Child Female Basic 3
- ?f::;}’::emhmhm fle ~ MexandriaTAustin 12201996 Child Female Basic .
< K
@ Dane é D Internet

2. Enter the Participant’s SSN and click Get Data.

3. Participant’s name, birth date, organization (agency), and any existing
dependents appear. Current dependent information includes:

SSN

Name

Birth Date

Relationship

Gender

Coverage Type

4. Enter health event information (green /bold /italics fields are required):
e Health Event Reason
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Event Date

HBO Received Date

Health Event Effective Date

Plan Name (This is not a changeable field)

Help for definition)

Party Rate (Defaults to current party rate on file. See Glossary or on-line

| File Transfer Mame Birth Date  [Relationship
- Betty P Austin 107301966 Spouse

__| Status
__| Public Agency Billing

Party Rate:[3_|

Christinag € Austin 10/09/1992 Child

Alexandria T Austin - 1272011986 Child

[

er |Coverage Type

Female Basic
Female Basic
Female Basic
10f1

First Name: '
Middle Mamefnitial: l:l
tastNames| |
Mare Suffix
Gender: v

SEM: | | [Required for spouse/Domestic paﬂﬁers]

Birth Date: |:H:H:| [rnrn/dd oy

Refationship: |

Pritnary Care Physician: l:l
Add to List

é 0 Internet

Scroll to the Add Dependent Transaction List and enter dependent

information (green /bold /italics fields are required):

e SSN (Required for spouse or domestic partner. Users are encouraged to

enter SSNs for all dependents, if possible.)
First Name

Middle Name/ Initial

Last Name

Name Suffix

Gender

Birth Date

Relationship

Coverage Type (The default is Basic)
Primary Care Physician

Click Add to List (Important: If this Step is skipped, dependent information will

not be sent to CalPERS for processing.)
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o If this is the only dependent to be added, go to Step 9

e To add additional dependents, repeat Steps 5 and 6. To make changes to
dependent information, go to Step 7.

e To delete a dependent, go to Step 8

Dependent 5 E|ir1h Date |Re 5
1 HealthiMembershjp = Dilvia R Austin 05/24/2000 Child Fernale
L B Betty P Austin 10/301986 Spouse Female Basic
__| Status T : ; :
N _ \ Christina C Austin 10/081 992 Child Female Basic
(] Public Agency Bi Alexandria T Austin  12/20/1896 Child Female Basic

1 Payroll File Transfer 1 of 1

S5M: | I | [Required for spouse/Domestic partners)

First Name: |Olivia | '

Middle Mamefinitial: R |
Last Nare: |Austin |

Mame Sufﬁ}(:i |
Gender: | Female v|
Birth Date: m[mmmdm]
Relationship: | Child v
Coverage Type: |_El_a_si_c A
Primary Care Physician: | |
[ addtoList |[sUpdate List |[ 4 Delete FromList |

Save Reset :v
—/7? o5 _

é_‘] \ } é c Internet

7. To make changes to a dependent just added (but before you have saved):
A. Click on the dependent name.
B. When the dependent’s information appears, make desired changes and
click Update List. When you are satisfied with the list of dependents and
their information, go to Step 9.

8. To delete a dependent previously added (but before you have saved):
A. Click on the dependent name.
B. When the dependent’s information appears, click Delete From List. When
you are satisfied with the list of dependents and their information, go to
Step 9.

9. When all adds/changes/deletes are completed,
click Save.

Don'’t forget to
submit your
batch via
View/Manage
Batch!
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Change Demographics

Use this screen to submit a change to demographic information or to add a social
security number for a previously enrolled dependent.

1. Open the Internet Forms folder on the Navigation Tree, select the Dependent
folder and click on Change Demographics.

e mmilnications

Dependent Demagraphics

) Log out
D Change Password
[ Participant Inquiry
[7) user Account Maintena
_AInternet Forms

[ Log Out
D Change Password
[ Participant Inquiry
[ user Account Maintenance

] Change

ssie[ H N (Click one time only)

xchange System

SSAE 890-01-XXXX Claar
Name: Yance Austin Birth Date: 12/22/1948

Organization: Water Resources Control Board

[3] Annual Member Statement
Employer Report
_iInternet Forms
[ viewManage Batch
[ New Enrollment
“-[7] Participant Change
[ Appointment Change
_| Health
-1 Dependent
[ Add Dependent

“-[] Change
Demographics

“-[7] Delete Dependent

| Health/Membership File

Transfer

| Status

| Public Agency Billing

| Payroll File Transfer

Demographics

€l

Relationship Gender
Betty P Austin 10/30M 966 Spouse Female
Christina C Austin 10/09/1982  Child Female ‘
Aleyandria T Austin 121201986 Child Farnale

) 10f1

ssn:| | [ |iRequiredtor
FirstName: [flecnds |
Middle Narmednitial: [T ' ‘
Mame Suffix: V|
canie e Tl

Birth Date: 1202011 996 ‘

Mew Birth Date: i_P L! [mm."dd.iyyyy])

pouse/Domestic partners)

\ 5 b Inkternet

The Participant’s name, birth date,

Enter the Participant’s SSN and click Get Data.

and organization (agency)

appears. Click on the dependent name. This displays existing

dependent information.
Enter new information.

Click Save.
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Delete Dependent

Use this screen to delete a dependent from a Participant’s Health enrollment.

1. Open the Internet Forms folder on the Navigation Tree, select the Dependent
folder and click on Delete Dependent.

2. Enter the Participant’s SSN, and click Get Data.

[Help Menu] [Screen Help] .[Dejo:ts Dependent

D Change Password
[ Participant Inquiry
D User Account Maintenanc

_AInternet Forms
..... [Help Menu] [Screen Help]  Delede Deprendent
..... E Log Out $SA: 890-01-XXXX Clear
Change Password
------ _i Dependent s ] Name: Vance Austin Birth Date: 12/22/1948
[ Add Dependent [ Participant Inquiry
[1] user Account Maintenance Organization: \Water Resources Control Board
..... [J] Annual Member Statement
----- - :Enrtnpll]:te; Report Health Event Reasorn: | e P
ernet Forms
@ “-[7] viewManage Batch Event Date: I_.l'l_.l |_| (mmiddnny]
“~[Z] New Enrollment HEO Received Date: I:M:M:l [mmiddannn)
[ Participant Ch : T
- Pa A Health Event Effective Date:| ||| [ttt s
“-[1] Appointment Change -
.. ] Health Plan Mame: Blue Shield-205
b _,J Dependent Party Rate: |3
.[7] Add Dependent /
“-[]] Change Select Person to Delete Coverage
D gz::t?[r):'::ﬁ;em ;m l'-l:r"lE! . inh Date F.!I:atin nship i 3
] HealthiMembership File Betty P Austin 10/30/1966  Spouse Basic
Transfer Christina © Austin - 10/08/1992  Child Basic
[ Status Alexandtia T Austin 122011936 Child Basic
__1| Public Agency Billing 1 0f1
| Payroll File Transfer =

Reset|
Ia | S @ mtemet =
3. Enter health event information (green /bold /italics are required fields):
e Health Event Reason
e Event Date
e HBO Received Date ’
e Health Event Effective Date D;’Sb‘nﬁﬁrsﬁﬁﬁ"
e Plan Name (This is not a changeable field) Vi'g;t/‘,’\;‘axfge
e Party Rate (Populates with the current party rate on file. Batch!

See Glossary or on-line Help for definition.)
4. Click the check box next to the dependent to be deleted.
5. Click Save.
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Restoring a Deleted Dependent

If you delete a dependent in error and you have already saved the transaction,
complete the following steps to restore the dependent.

1. From the Internet Forms folder on the Navigation Tree, select View/Manage
Batch.

2. Click on the Tracking ID of the batch containing the deleted dependent
transaction.

3. Locate the Participant whose dependent was deleted in error. Click on the
Trans. No..

4. When the information for the deleted dependent transaction appears, click
Delete. A confirmation for the request to delete appears. Click OK.
Essentially, you have “deleted the delete transaction,” and the dependent is
restored.
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STATUS

STATUS

The Status function allows you to request and receive information about
transactions that you or your co-workers have submitted to ACES through File
Transfer, Internet Forms, or User Account Maintenance. Status provides
information about ACES-generated error files and reports (Retrieve Files) and
about employer-generated data files and report requests (Get Status).

1. Retrieve Files gives you the ability to do the following:
View and/or save ACES output reports and organization-submitted
reports that you or someone within your organization initiated (sent to
CalPERS for processing)
Delete (hide) such reports

2. Get Status allows you to track files you or your peers have transmitted to
CalPERS. ACES records a complete “event” history for all files it receives
from employers. The Get Status function provides information specific to
events, such as the date, file type, status, file size in bytes, username and
tracking ID. File histories can be viewed in two ways:

Files initiated by the user
Files initiated by their peers

Status

Retrieve

. Get Status
Files
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RETRIEVE FILES

2} CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help] L‘feﬁfﬂ’iﬁgﬁfﬁ frome CalPERS

Self | ACES Output Files Get Records

[ Log out
D Change Password
[ Participant Inquiry
[1] User Account Maintenance

[7] Annual Member Statement
Employer Report

__lInternet Forms

__| HealthMembership File
Transfer

_i Status

=] Retrieve Files

|The Summary Report was created for Tracking ld{s): 210351,

021152006 pojatal vie
210373 :

16:18

The Detail Report was created for Tracking ld(s): 210351, 210373 6167

1| Public Agency Billing

The Summary Report was created for TracKing ld(s): 209671,
__| Payroll File Transfer

!209&?5, 209679, 209683, 209687, 209691, 209693, 209699,
anma, 209707, 209711

|The Detail Report for ATRAIN was created for Tracking ldis):
209703

uzmgrzﬂﬂﬁ. e AT
elete
11:31 DElEE

he Summary Report was created for Tracking ld{s): 200308, ﬂZIﬂBIZDDﬁ'ﬁé-]-E-ﬁ.- o
FI19312, 209316, 209320, 209324, 209328, 209332 10:33 =
|
| | &
I@ é 0 Inkermet

Retrieve Files
1. Select Retrieve Files from the Status folder on the Navigation Tree.

2. Atthe drop-down menu List Files For, choose Self (the current user),
Organization (the employer or agency), or another specific username. You
are limited to the type of files available for viewing depending on the user or
group you select:

Self: You can view ACES output files and files submitted by your
organization

Organization: You can view only ACES Output Files

Peer: You can view only ACES Output Files

3. From the second drop-down menu, select the type of file you want to view.
You can choose either ACES Output files or Agency-Submitted Files.

- ACES output files: These are Health and Membership transaction reports
that ACES provides to employers, such as error reports, summary reports,
successful transaction reports, periodic extracts and username/password
files (for Account Administrators).

Agency-submitted files: Summaries of transactions submitted to ACES

68 ACES User Guide



RETRIEVE FILES

4. Click Get Records. ACES displays a list of files matching the criteria selected.

5. To delete a specific file, click Delete next to that file. A delete confirmation
message is provided. Select OK to delete the file from view or Cancel to
cancel the delete request.

6. Optional: Choose Show Deleted at any time to display and list previously
deleted files. Note: Reports are only deleted from view; they are still
available for retrieval by checking the Show Deleted box until they are
purged from the system by CalPERS every 90 days.

7. To view a specific file, click View next to that file.

Please Note: Itis important to view the user Detail Report in order to
review important information messages regarding your transactions.
See Error Correction Process section for more information.
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Get Status

The Get Status function provides information specific to events, such as date, file
type, status, file size in bytes, username, and tracking ID. File histories can be
viewed in two ways:

Files initiated by the user
Files initiated by their organization

3 mE|
|! Fis Edb Yew Favober ook Help | v"“ﬂddlm: |Lrks
—
f i
LY ity
JTHT
[Help Menu] [Screen Help] i.,‘.-,.l_;,.-‘_uu_u sty st
:leust 10 ;{I Qet Records
[ Log out |
%] change Password
D Participant Ingquiry Date: 01082003 1436 Event {reats Hew
[1] user Account Maintenance ;‘::' :"5* Fam
ch
B pnial Mombor Staloment |fils. — Baich_2474236_617_8633KGA1 Stzs: N B
_ bmployer kepol Tope:  Eniollimei Uzer DE33HGA
__lInternet Forms Sfathiz: Bew O e Batch CreatsilBatch_2474236_G33_0633HGA
| Health/Membership File
Transfer
{3 status Date: 01052003 1600 Event Hew
" . ) Hlatus: Raquest Procassed for the ORGAMFDATE D63
-] Retrieve Files
“N] Get Status
S 5 o Dale: 01032005 1526 Event: Pesd View
Public & Bill
| Public Agency Billing Efafis VOur 5015 wers iowed by 063IKGA
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|Domte: OCE 005 1500 Ewmnt: Hew
|Fe: UearkINPassaonl_File Stze: HA
E'fma: ACESPARIS Uger OG33HAGAI
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1. From the Status folder on the Navigation Tree, select Get Status.

2. From the drop-down menu to the right of List Records For, choose Self (the
current user), Organization (the employer or agency), or Peer (user-
designated co-workers within the organization). You are limited to the type
of files available for viewing depending on the user or group you select:
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Self: View all File Transfer, Internet Forms, and User Account
Maintenance transmissions, statuses, and report requests submitted to
CalPERS that you initiated

Organization: View all File Transfer, Internet Forms and User Account
Maintenance transmissions, status, and report requests submitted to
CalPERS that users within your organization have initiated
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Peer: View all File Transfer, Internet Forms, and User Account
Maintenance transmissions, statuses, and report requests submitted to
CalPERS that were initiated by the specific peer selected

3. Select view type:
Last 10 transmissions
All transmissions
Specific transmission by tracking ID

4. Click Get Records. The files and current statuses for the selected user are
displayed. The following information is provided:
- Unique identifier (tracking 1D)
Date and time message was received
Event
Status
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ERROR CORRECTION PROCESS

The following provides information regarding the error correction process. In
this section you can reference how to:

e Retrieve reports (information on the transactions you've submitted)
e Correct Agency Errors

e Read your Detail Report, reference common messages received, and
determine how to resolve them

Retrieving Files (Reports)
1. Open the Status folder, and click Retrieve Files.
2. Click Get Records.

3. Find the Detail Report for your Username and Tracking ID (batch)
submitted.

4. Click View to access the Detail Report.

2 CalPERS - ACES - Microsoft Internet Explorer |:||§||g|
(EElE Wiy txchangs System -

= New : 2
[Help Menu] [ScreenHelpl | Reiricving fifes from ColPERS 1|

) Log Out
D Change Password
[ Participant Inquiry
D User Account Maintenance nel h Proces: i S i LT W Cre

7] Annual Member Statement The Sumary pon was created for TracKing Id(s): 72883, 3196 0712712004 g joen

Employer Report 72887, 72891, 72895, 72899, 72903, 72907, 72911, 72915, 72919, 11:36
72923, 72927, 72931

~ | ACES Output Files v| GetRecords "'

| Internet Forms
I HealthMembership File
Transfer
C_1 Status
N[ Retrieve Files

0702712004 Hojata| W
elete| Wiew
1136 D =

2891. 72895, 72899, 72903, 72907. 72911, 72915, 72919, 72923. 11:36

@ é 0 Internet

NOTE: If the Detail Report indicates there were Agency Errors, you must correct
these transactions and submit them to CalPERS for reprocessing.

eDetaiI Report was created for Tracking ldis): 72883, 72887, 57445 I]?IZTJ‘ZDM:D;@'EEE o '%‘te‘w!
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Correcting Agency Errors

Employers are responsible for correcting all Agency Errors. The following
process describes how to retrieve errors and submit corrections.

1. Open the Internet Forms folder and click on View/Manage Batch.

2. Batch(es) with Agency Errors are indicated with the Error status. Click the
Tracking ID next to the batch that requires correction. The transactions with a
status of “Agency Error” will be displayed.

[Help Menu] [Screen Help]

D Log Out Organization: California Public Employees Retirement System
[ change Password

[ Participant Inquiry

D User Account Maintenance

D Annhual Member Staternent Please click on Tracking ID to view transactions
Employer Report I

_i Internet Forms

"] viewManage Batch

----- 2] Appointment Change
... ] Health
‘.. Dependent

| HealthMembership File -
Transfer

S Cdadiae

I@ Done é 0 Internet

I
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2l CalPERS - ACES - Microsoft Internet Exploren

3] Log Out
D Change Password
[7] Participant Inquiry

Employer Report

_Internet Forms

“[1] viewManage Batch

“[7] New Enroliment

“-[7] Participant Change
[ Appointment Change
.. 1 Health
“-{] Dependent

| HealthiMembership File
Transfer

[Help Menu] [Screen Help]

[7] user Account Maintenance
[J] Annual Member Statement

change System

\Batch Error Transaction
Qrganization: California Public Employees Retirement System
Username: ITRAIN
Tracking 1D; 72923
Status: Error
Mumber of Errors: 3
Date/Time Processed: 0772772004 11:32 AM

Please click ONLY ONCE on the Trans. No. of the SSH you wish to View/Edit.

880-01- XXXX Mew Health Enrollment
1890-01- XXX Change Healih Plan

Mike C Andrews

3
5 M illon

I@ Done

SSM: 890-01- XXXX
Marne: Mike C Andrews
Transaction MofType: 3 - Mew Health Enrollment

Error Message
Hbo Recd Date must be greater than or equal to the Event Date.

EEX

-____’

3. Optional: Click Error at the far right to view the reason the transaction was not

processed. This is the same error message as in the Detail Report for that

transaction and the window can be closed at any time.

4. Click the Trans. No. of the transaction to be corrected. The transaction will

appear as originally keyed.
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‘A CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

[ Log out
[ change Password
[ Participant Inquiry Hame: Mike C Andrews Birth Date: 0270311977
[] user Account Maintenance Organization: Employment Developrment Dept.
[ Annual

SSAE 890-01- XXXX

Employer Report
_j Internet Forms
7] viewManage Batch - (BT sy
7] New Enroliment :
“.[]] Participant Change EventDate: |03 |15 112003 |imme
7] Appointment Change HBO Received Date: 105 12003 |[mmiddiny]
] Health "
B Health Event Effective Date: 01 (12003 |(mmmiddian)
{521 Dependent
1 HealthiMembership File Get MedPlan
. UL Plan Name: | Kaiser-CA-056 w
| Status
1 Public Agency Billing Party Rate: E
1 Payroll File Transfer wremmnsn [ 188 e dET i e e I e e o " )
@ Done é 0 Internet

5. Make the appropriate correction and Save the transaction.

6. This transaction will now be checked as “fixed” in your Batch Error
Transaction Listing and the corrected transaction will be assigned a new
batch number.

Note: Transactions are not completed until the new batch is submitted.

CalPERS - ACES - Microsoft Internet Explurer

Close Batch

3 Log Out
D Change Password
[ Participant Inquiry
[7] user Account Maintenance
[Z] Annual Member Statement

(Organization: California Public Employees Retirement System
Username: ITRAIN
Tracking 1D: 72923
Status: Error

Employer Report Mumber of Errars: 3
__‘j Internet Forms Date/Time Processed: 077272004 11:32 AM
“-[7] ViewManage Batch
(7] New Enroliment Please click ONLY ONCE on the Trans. No. of the 55N you wish to View/Edit.
2 paccoree G R SN S G S 5

-] Appointment Change

880-01-"XXXX | Mew Health Enrallment IMike C Andrews Errar
‘-] Health
) ::Dea ot | BG0-01-XXXX Change Health Plan M Million Error
ependel S IE=SLEG)
| HealthMembership File 889 05 ><><XX | N COEIRA Health Enrollment Tina Turner Etrar
Transfer 1 of 1|5
| Status

1 Public Agency Billing

el Ty R

L&)
€l

|=

é O Internet

7. When you have corrected all Agency Error transactions, the batch will close
automatically. (Exception: Occasionally, there may be error messages that
cannot be fixed. In these cases, the batch will not automatically close. You
must click Close Batch to clear the list of errors.)
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21 CalPERS - ACES - Microsoft Internet Explurer Al |E|

L S~
[Help Menu] [Screen Help] [Mdenege Saiches

Log Out
% C';Q o ’ Oryanization: California Public Employees Retirement System
ange Passwor

[ Participant Inqujp Username:

[ user Accouny e

\'] Annual Mem Please click on Tracking ID to view transactions
ntormen Form TrackingD  Statu

\I Internet Forms : | !

™7 ViewManage Batch | L2358 |Open (BTI27/2004 1201 PM

New Enrollment I orT200atEzA

----- {1 Participant Change 1 0f1
“-[1] Appointment Change

...... _I De 1
" IHealthq|
Transfg et
| Status e | : -
=1 Public j——————— S
JPayron [Help Menu] [Screen Help]

Baich Transaction Listing
= SuamitBach || Cancel Baieh |
8 |0osou |

[ Change Password Qrganization; California Public Emplovees Retirement System
[5) Participant Inquiry Username: ITRAIN

D User Account Maintenance Tracking 1D: 73386
[ Annual Member Statemnent Status: Open
Employer Report
_]Internet Forms Mumber of Transactions: 1
..... D ViewManage Batch DatefTime Received: 0772772004 12:01 PM

----- /2] New Enrollment
""" “[1] Participant Change Please click on the Trans. No. of the SSN you wish to View.Edit.

----- Appointment Change n :
D o . [T Mark all transactions for printing
------ “-{" ] Health

) Dependent -_ __
[ 1HealthMembership File || i 890-01-XXXX New Health Enroliment ) s
Transfer
| Status 1 0f1
__1 Public Agency Billing E-Maif address to send processing SURumary: | personn el@anwuwﬁ.c am
1 Payroll File Transfer

| €

I@ Dane S & Internet

8. Open the Internet Forms folder and click on View/Manage Batch.

9. Click the Tracking ID next to the “Open” batch containing the corrected
transactions.

10. Verify the e-mail address to where the processing Summary Report will be
sent.

11. Click Submit Batch.
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Summary & Detail Report Transaction Status Types

The ACES Processing Summary provides high level information on the status of
your transactions. The ACES Processing Detail provides confidential detailed
information regarding your transactions.

The following table lists status types/messages, their definitions, and resolution
instructions. For a detailed report, go to the “Status” folder; select “Retrieve
Files” and request detail for a specific batch.

Status Status Type L .
Message Abbrevia)t/iF())n Definition Resolution
Successfully Batch was run; transaction was
. SA . None
Applied executed and applied
The agency is not allowed to
submit the requested transaction | Review Detail Report and
Agency Error AE OR correct problem per the
The agency created a transaction | message provided
with incomplete or invalid data
A CalPERS technician
Completed C resupmitt_e_d a transaption that None
was identified for review or
correction by CalPERS
When an appointment is
applied for the Participant
Participant was identified by the requested, the transaction
CalPERS system as a PERS will be picked up in the
member, a health transaction was | next batch. Check the
submitted, but no appointment transaction status in 2-3
PERS Riry PR was on file for the Participant. days after receipt of the
The transaction is flagged as PERS Retry status. If the
“PERS Retry” to note that there is | transaction has not been
no appointment. applied after 3 days, call
888 CalPERS (or 888-225-
7377) for assistance.
If the transaction is
approved, the technician
A CalPERS technician must completes and updates the
review the Non-PERS New transaction through the
Non-PERS NR Health transaction requested CalPERS system. The
Rtry because there’s a problem Detail Report will show a
updating either the appointment Completed status. If the
or health information transaction is denied, the
Summary Report will
reflect a Denied status.
A CalPERS technician must
review the New COBRA
COBRA Riry CR Enrollment transaction requested. Same as Non-PERS Riry

Depending upon the technician’s
analysis of the transaction, it can
be denied or completed
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Status
Message

Status Type

Abbreviation DiEL i

Resolution ‘

Manual
Correction

MC

A CalPERS technician must
review the transaction requested.
Depending upon the technician’s
analysis of the transaction, it can
be denied or completed.

*NOTE: Generally, Manual
Corrections require some
processing time. Please check
the Detail Report for the results of
this transaction a day or two after
you submitted your batch.

If the transaction is
approved, the technician
completes and updates the
transaction through the
CalPERS system. The
Detail Report will show a
Completed status. If the
transaction is denied, the
Summary Report will
reflect a Denied status.

Duplicate

Dup

A transaction was submitted that
matched information CalPERS
previously had on record

None

Denied

The CalPERS technician
determined that the transaction
submitted cannot be processed or
approved due to discrepancies or
non-compliance to laws,
procedures, and/or rules/
regulations

None

Informational

Data may have changed from
what was originally keyed. The
system derived different data
based on the CalPERS business
rules (e.g., effective dates, party
rates), OR gives information to
the user of historical data on file
and new data that replaced it.

None
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Health — Internet Forms: Common Transaction Status Messages

The following table lists common examples of batch messages for Health —
Internet Forms. For questions regarding Health related messages, please call
888 CalPERS (or 888-225-7377).

Status Type
Abbreviation

Message

HBO Received Date

Description

HBO Received Date
submitted is prior to

Resolution

Correct the signature date to

AE must be greater than or " be the same as or later than
the Permitting Event
equal to the Event Date Date the event date.
Possible reasons for
errors: If the health plan i t
. e health plan is no
Subscriber is trying to * The pla_r|1 .zlele_cted S| available, enter an eligibility
enroll in a health plan nottg\(al at’ eZITP ZIP code or select another
outside his/her service pa(rjlupan S Health Plan and resubmit the
area. Or, a plan coce area transaction to CalPERS for
AE rollover to an active * The participant's processing.
health plan must be ZIP code used for | |t the health plan is available
processed before eligibility is wrong in the member’s service area
completing this e Arolloverto a or a plan rollover is needed,
transaction. CalPERS contact CalPERS to resolve
c?ntracte% health the problem.
plan may be
needed.
Delete ex-spouse or ex-
domestic partner using
Delete Dependent function,
and submit transaction. After
deletion is reflected, add the
. correct spouse or domestic
;25 :lébicur;t;ecr)ralready User attempted to add | partner and resubmit
Domest?c Partner on a Spouse or Domestic | transaction. If this is a New
X Partner and the Health Enrollment, the ex-
AE file. Only one Spouse )
: system already has a | spouse or ex-domestic
or Domestic Partner . .
mav be associated to Spouse or Domestic partner may still have a
theysubscriber Partner on file relationship in the CalPERS
' system from a prior
enrollment. User must call
CalPERS to have the
relationship terminated. The
next day, resubmit the
transaction (Agency Error).
The Health Event No employe_r action.
Reason Code entered CalPERS \.N'" manua_lly
Health Event Reason must be manually ngwzsjtwéssﬁ;zzatgnon and
. processed by
MC Code deS|gnateq for CalPERS. This Completed. When the status
Manual Processing includes anv COBRA has been updated, you will
or Me dicarey receive confirmation of the
Enrollment completed transaction on a

future Detail Report.
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Status Type
Abbreviation

Message

Could not determine

Description

Medical Group is
derived, but the values

Resolution ‘

No employer action.
Employer does not have a
contract with the medical

MC the medical group for rovided did not match | 9°UP that was submitted.
the incoming orgID b . CalPERS staff will contact
COMET medical group ;
the employer to validate the
correct medical group.
No employer action.
CalPERS will research the
User attempted to add | problem and contact the
health coverage, but employer if there are any
- . the subscriber or guestions. When the status
Individual is already ; X
: dependent is currently | has been updated, you will
MC covered on effective ; ) .
d reflecting a status of receive a new transaction
ate “ ” i
covered” under status on a future Detail
another coverage Report. The transaction may
group be denied or completed
depending upon research
results.
No employer action.
CalPERS will research the
transaction. The dependent
is in the system without an
SSN. If the name and birth
date match the dependent in
COMET, the dependent’s
The dependent was not SSN will be added. If a
; The Dependent could .
found using the agency . name, gender, or DOB is
not be found using the .
MC SSN (Agency being changed, a CalPERS
L SSN entered by g )
submitted: XXX-XX- emplover technician will update the
XXXX) ploy change in 24 to 48 hours.
The status will be changed to
Completed or re-submitted
and the transaction will be
processed by the next ACES
batch. If the SSN does not
match, the transaction will be
denied.
Agency submitted No employer action
Change Plan, Change CalPERS will research the
Premium Payment,
health enrollment and attach
Add Dependent (or .
N e it to the correct employer.
Subscriber is not any health modifying The status will be chanaed to
MC covered by designated | transaction), but 9

agency

coverage found for the
subscriber was
qualified through an
appointment that is
with another agency

Completed. When the status
has been updated, you will
receive confirmation of the
completed transaction on a
future Detail Report.
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Status Type
Abbreviation

Message

The birth date on the
dependent with SSN
(XXX-XX-XXXX) was

Description

A discrepancy exists
between the
dependent's birth date

Resolution ‘

No employer action.
CalPERS will contact the
employer to validate the date
of birth and manually update
the transaction. Status will

MC (mm/dd/yyyy), but on the transaction eﬁhCha?]ged o C?]mpleted.
COMET has a birth versus what exists on en the status has peen
date of (mm/dd/yyyy) COMET updated, you will receive
confirmation of the
completed transaction on a
future Detail Report.

Events have occurred Another transacti_on A CalPERS techn_ician must

MC on the account after the with a later effective manually apply this _
effective date entered date_ was already transaction. The status will

applied to the system | be changed to Completed.
No employer action.
CalPERS wiill verify if the
participant has been
cancelled by the former
agency. CalPERS will
manually process this
Subscriber already transaction and change the
covered with another Non-PERS Subscriber | status to Completed. If the
NR agency as of the is already covered by | former agency has not

transaction record
effective date.

another agency.

cancelled the participant’s
coverage, the status of the
transaction will be changed
to Denied. When the status
has been updated, you will
receive confirmation of the
completed transaction on a
future Detail Report.
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Status Type
Abbreviation

Message

COMET will use an
Effective Date of ___,

Description

This message is
provided if COMET
derives an effective

Resolution ‘

The effective date will differ
from what was submitted on
the transaction. The agency
should validate which
effective date is correct and
contact the employee with
the changes. If the original
effective date provided by
the agency should be used,

SA, but thg agency date that differs from contact CalPERS to correct
submitted Effective ,
Date of the agency’s th_e date on COMET. You
— submitted date will not be automatically
notified of the correction in
effective date. You can
access Participant Inquiry
the following day to confirm if
the effective date was
changed.
Before and after
Demographic information displayed
SA, | information of _ has | upon successful No employer action
been changedto . | demographic
transaction
Before and after
Dependent dependent information
SA, | Qemogre}phic displayed upon No employer action
information of _ has | successful
been changedto . | demographic
transaction

The COMET address
has been changed from

(_to_)

The address on the
system was changed
to reflect the new
address entered

No employer action. The
database will save the new
address submitted in the
transaction.
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Membership —Internet Forms: Transaction Status Messages

The following table lists common examples of batch messages for Membership.
Transaction statuses noted with *, are unique to File Transfer employers. For
questions regarding these messages, call 888 CalPERS (or 888-225-7377).

Status Type
Abbreviation

Message

A technical problem
occurred and the
transaction was not

Description

Resolution

Contact CalPERS
Employer Contact Center

AE rocessed: call the N/A at 888 CalPERS
P ' (or 888-225-7377)
Employer Contact Center
X to report the problem
to report this
Appointment Start Date Appointment start
cannot be earlier than or .
L \ date must be after Recheck the Effective Date
AE equal to the Participant's S
g Permanent and resubmit if necessary
Permanent Separation or )
Separation date
Layoff date
The Coverage
Coverage Groub bein Group change Correct the Effective Date to
9 P 9 Effective Date that | be later than the last Coverage
AE added cannot be less than o .
: was keyed is prior Group. Resubmit the
the earliest Group . .
to the previous transaction.
Group
Appointment may have No employer action. A
been deleted or a possible CalPERS technician will
MC system error exists; call N/A review the transaction and, if
the Employer Contact necessary, contact the agency
Center to report this to confirm the appointment.
As of the Effective Date of
, this Participant has
more than one There was a No employer action. A
appointment with this duplicate CalPERS technician will
MC employer; the system appointment that research this appointment.
cannot identify the caused the The transaction will be applied
appropriate appointment, transaction to not to the appropriate
so the “change” be applied appointment.
transaction cannot be
applied
The COMET address has 2‘{;:& th(a)z\?ilrl 2;t\llznt.h;—rr]12w
I been changed from ( ) | N/A

to ( )

address submitted in the
transaction.
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PARTICIPANT INQUIRY

Participant Inquiry (PI) is an inquiry-only function that contains Participant
information extracted nightly from the CalPERS Health and Membership
Database (COMET). This section is written for Carriers and Employers who use
ACES to access information about Participants in a CalPERS Health and/or
Retirement program.

Security Rules for Employers

Employers can access information as follows:

¢ Only the current Employer can view a Participant’s Health and Membership
record

¢ Only the Employer from whom the Participant retired can view a Retiree’s
Health and Membership enrollment record

Security Rules for Carriers

Carriers can access information as follows:

e Only the current Carrier can view all enrollment information

e All other Carriers do not have access to address or dependent information for
any enrollee who is not currently enrolled with them

NOTE: All other Carriers include, but are not limited to, a Carrier that previously
provided health coverage for the Participant.

In implementing these rules, Participant Inquiry may not display all data. Keep
these rules in mind if the user gets unexpected query results.

Participant Inquiry Features

Participant Inquiry is Social Security Number (SSN) driven; you cannot query by
name.

Get Data Button
After typing the SSN, click on Get Data to retrieve the Participant Information.
Clear Button

Before making another query, click the Clear button to fully clear the previous
Participant’s data.

ACES User Guide 85



PARTICIPANT INQUIRY

Participant Inquiry Features (cont’d)

As Of Date

The As Of Date determines the information that the system displays. The As Of
Date defaults to today’s date; however, data can also be retrieved “As Of” a
different date (e.g., future or past dates.) When the As Of Date is changed, the
ONLY information that will change is in the Subscriber and Dependent tabs.
This function works only if the current user is the current employer (or was the
employer as of the date provided).

NOTE: Changing the As Of Date will not give the user Address or Dependent
information unless the user is the current Carrier or Employer “As Of” the
System Default Date.

Example: Does a dependent have coverage during August 6, 1999?

e Select the value in the “As Of Date” field’s data-entry box so it’s highlighted

e Change the As Of Date to 08/06/1999 (mm/dd/yyyy)

e C(lick Get Data

e C(lick the Dependent Tab and the system will show you if that dependent was
covered “As Of” the changed date

Example: Does the employee have health or employment with a future effective
date?

e Change the As Of Date to the future effective date

e C(lick Get Data

e Allrelated tabs for the employee will be retrieved

Extract Date/Time field (located above the “Clear” button)

The “Extract Date/ Time” is the day and time that data was applied to ACES from
COMET. The information being viewed is typically the data from the last business
day. For example, if logging in on June 8, the data displayed was updated on
COMET on June 7. If a batch was submitted on a business day by the batch
deadline, the Successfully Applied transactions will be viewable the following day.

Notes Feature

General Notes - CalPERS staff have the ability to save notes to an employer, a
health carrier, or internal staff. If a note was saved for a Participant, a Notes
button will show in the header of Participant Inquiry. Click on the Notes button
to open a window that will display the note.

Notice 28 Notes - A Notice 28 is information that is sent to the employee about the
change they are requesting. These notices are system generated. CalPERS staff
have the ability to put an additional note on these notices. In the Enrollment Tab,
an icon will show in the “Proc. Status” column of a transaction line. Click on the
icon and it will open the note that was printed on the Notice 28.
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Accessing Participant Inquiry

1. Click on Participant Inquiry. A new window will appear.

2. Enter the Participant’s SSN and click Get Data.

3. ACES will populate the View Participant Information screen with
information in the Header: Name, Birth Date, Gender, Retiree, Death Date
and HBO Phone.

[Help Menu] [Screen Help]

] Log Out
7] Change Password
1 7 Participant Inquiry

aint ananco

Employer Re[ _

__|Internet Form,

4??:,[‘;}2“,""““ [Help Menu] [Screen Help]

f%ﬂ‘;:mm View Participant Information Extract Date/Time: 03/27/2008 05:00 AM

__1 Public Agenc . . y !

~IPayron e T ssh: 123 H45 [ xxxx [ GetData | [ clear] as or: |03 {27 {2008

Name: John Smith Birth Date: 0572611976 Gender: Male }2 3
HBO Phone: (916) 795-1000 Retiree: Mo Death Date:
Ebme | aubscriber  Dependent  Enroliment  Deduction  Employment  Membership  Summaty
@ [% ‘ Internet
HEADER DEFINITIONS
FIELD NAME DEFINITION
Name Name of the Participant whose Social Security Number
appears in the “SSN” field

Birth Date Participant’'s date of birth
Gender Participant’s gender: Male or Female
Retiree Is the Participant retired from CalPERS? Yes or No
Death Date If applicable, the death date of Participant is displayed
Extract Date/Time (top of Date when Pl was last updated. For more information, see
screen) “Special Features of the System.”
SSN Participant Social Security Number
As Of Date See “Participant Inquiry Features”
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If this is the correct Participant, click on one of the tabs listed below:

3 CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Helpl

View Participant Information Extract Date/Time: 03:27/2008 05:00 AM
ss: 123 +|XXXX |[ GetData | [ clear | As OF 2008
Hame: John Smith Birth Date: 05/26/1976 Gender: Male
HEO Phone: (316 795-1000 Retiree: Mo Death Date:

Subsctiber Dependent  Entollment  Deduction  Employment  kembership  Summany

@ K Tabs ] é ‘Internet

INFORMATION TABS DEFINITION

Displays details on Employer, Enroliment and Address

1. Subscriber information for the current employer

Lists the currently enrolled dependents for the selected
Participant and shows additional details about each
dependent including, if applicable, information on the
dependent’s disabled dependent certification

2. Dependent

Enrollment Displays enrollment history for the selected Participant

4. Deduction Displays deduction history for the selected Participant

Displays all employment associated with Membership and/or
5. Employment Health enroliment history. The information displays according
to agency access rights.

6. Membership Displays information associated with membership
7. Summary General information about Participant

Employers who contract for Health and Membership will see tabs 1 through 7.
Employers who contract for Membership only will see tabs 5, 6 and 7.
Health Carriers will see tabs 1 through 4 for their current enrollees.

NOTE:
If information on these tabs is incorrect, please contact CalPERS ERCC at

888 CalPERS (or 888-225-7377).
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1. Subscriber Tab

The Subscriber tab displays details on the participant’s employer, health
enrollment, and mailing address based on the As Of Date.

CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]
View Participant nformaiion Extract Date Time: 03/27/2008 05:00 AM

[FrmTes ]

ssi: 123 45 | 000 [_GetData | [ Clear | as of: 03 }{27 2008 |

Name: John Srnith Birth Date: 05/26/1976 Gender: Male
HBO Phone: (916) 7895-1000 Retiree: Mo Death Date:

>_ Dependent  Enrollment Deduction  Employment  Membership Summary

N/
\
O

Employer Information \
Agency Mame: Mt. Diablo Unified Schoal Dist
CalPERS ERfAgencyUnit. 0187 ava Fayrall Office: A Schoal Employment
Rank r Barg Unit: Retire Systern:  Public Employees' Retirement
GQual Appt Statf Eff Date:  Active 0601119949 Retire Date:
Enrolliment Information Address Information
Enroll Status / Eff Date: Covered 11/01/2000
Prem Pyt Mthd ! Eff Date: Standard 110172000 181 Spinnaker Way
PlanCaode ! Plan Name: 3053 Kaiser BawSae
Coverage Type: Basic Pittsburg, CA 94565
Eligikility ZIP: T ER Address
@ual i Sur f FR S5N:
COBRA Start/ End Date:
_/
a https:ffdev, calpers.ca.gov)aces-appPI? GetDependent=action&Pageld=Farticip: |2| ® Internet
ACES User Guide
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NV
— |
/ N SUBSCRIBER TAB DEFINITIONS
CoLUMN NAMES DEFINITION
CalPERS ER/Agency/Unit: State Agencies:
CalPERS ER code is a unique number assigned by CalPERS to each
Employer.

Agency code is the Agency code used by State Controller’s Office.
Unit code is the Unit code used by State Controller’s Office.

Public Agency and School Employers:

CalPERS ER code is a unique number assigned by CalPERS to each
Employer.

Agency code field is not applicable (blank).
Unit code is a number assigned by CalPERS for school districts and courts.

Non-Central State Agencies, Public Agency, and Non-PERS Employers:

CalPERS ER code is a unique number that CalPERS assigns to each
Employer.

Agency code field is not applicable (blank).

Unit code field is not applicable (blank).

Rank/Barg. Unit: State Agencies:

Abbreviation for Participant’s Collective Bargaining Rank/Unit code.

Rank (Collective Bargaining Rank): Participant designation assigned to a
State employee. E.g., R = Rank and File, E = Exempt, etc.

Unit (Collective Bargaining Unit): unit code assigned to a State employee.
E.g., 1 = Administrative, Financial, and Staff Services, etc.

Qual Appt Stat/Eff Date: Describes status of appointment that qualified a Participant to enroll in
benefits. The Effective Date is the event date that qualified Participant to
enroll.

Payroll Office: Alpha or numeric code which identifies Participant’s pay entity

Retire System: Participant’'s retirement system: PERS, STRS, JRS, LRS, MRS, or Non-PERS

Retire Date: Participant’s retirement date

ENROLLMENT INFORMATION DEFINITION

Enroll Status/Eff Date: Enrollment status: Covered or Not Covered.

Effective Date is the date the current Enrollment Status was effective.

Prem Pymt Mthd/Eff Date: Payment method: Standard, Direct Pay or COBRA.

Effective Date is the date the current Premium Payment Method was effective.

Plan Code/Plan Name: Health plan code/party rate and health plan name

Coverage Type: Health coverage type for the Participant: Basic or Medicare

Eligibility Zip: Participant’s ZIP Code if different than Mailing Address

ER Address: This box will be checked if the Eligibility ZIP Code is that of the employer

Qual/Surv/FR SSN: Qual (Qualifying SSN) = the SSN of the deceased employee/retiree OR SSN

of employee/retiree from whom the COBRA enrollee qualified.
Surv (Survivor SSN) = the SSN of a deceased employee/retiree.

FR SSN (Financially Responsible SSN) = the SSN under which the premium
payment for this enrollment will be made.

COBRA Start/End Date: Start and end dates of the COBRA enroliment period
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2. Dependent Tab

The Dependent tab displays information on currently enrolled dependent(s) of
the selected Participant based on the As Of Date and shows additional details
about each dependent including, if applicable, information on the dependent’s
disabled dependent certification.

If there are multiple dependents, click on each dependent name for additional
information.

<l CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]
View Participant Information Extract Date Time: 03/27/2008 05:00 AM
Print Tab
SSN: xxxx| [ GetD As OF: 2008
Name: John Smith Birth Date: 05/26/15976 Gender: hale
HBO Phone: (316 795-1000 Retiree: Mo Death Date:
=
Subscriber _ Enrallment Deduction  Employment  Membership Summany
Dependent name - \
H8T-H5- XXXX Jay Smmith 12131983 Spouse 10/01/2006
-- James Smith 1072812007 Child 11/0152007
101 \
>' )
Gender: Female Cisabled Dependent Cedification Date:
Coverage Type: Basic Cedification Expiration Date:
Pending Review Date:
&] Dore S B Internet
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DEPENDENT TAB DEFINITIONS

COLUMN NAMES

DEFINITION

SSN

Dependent’s Social Security Number

Name Dependent’'s name
Birth Date Dependent’s date of birth
Relationship Dependent’s relationship to the Participant
Enrl Eff Date Effective date of the Dependent’s enroliment action
FIELD NAMES DEFINITION
Gender: The gender of the Dependent: Male or Female
Coverage Type: The health coverage type for the Dependent: Basic or Medicare

Disabled Dependent
Certification Date:

The initial date of the Dependent’s certification as disabled. A date in
this field indicates the individual has been certified to continue on the
health enrollment beyond his/her 23" birthday.

Certification Expiration
Date:

The date when the Dependent’s current disabled certification expires

Pending Review Date:

A date in this field indicates the Dependent’s disabled certification is
under review. If the individual is not certified by this date, his/her health
coverage will be terminated.
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3. Enrollment Tab

The Enrollment tab will display details for health transactions that were
processed. When there are multiple transactions, click on the Effective Date of a
transaction for additional information.

A rescinded transaction is a transaction that was processed and later voided.
Click on Show Rescinded Actions to display any rescinded transactions.

‘A CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]
View Participant Information Extract Date Time: 03/27/2008 05:00 AM

[FrmTes ]

ssi: 123 {as Hxooo{ [ceiDa 3 ) s or: 03 {27 2008 |

Name: John Srnith Birth Date: 05/26/1976 Gender: Male
HBO Phone: (915 795-1000 Retiree: Mo Death Date:

7
Subscriber  Dependent _ Deduction  Employment  Membership Summary

~

Effective
Date

11/01/2007  Add Dependent 200 Bith/placement James Smith 3053 Applied
10/01/2006  Add Dependent 204 Loss of Coverage Joy Smith 3052 Applied
0440142005 Change Plan 200 Rolloverdass Chanoe Johin Smith 2051 Applied
BATCH
01/01/2003 Change Plan 400 Open Enrallment Plan Jahn Smith 04561 Applied
Chg ‘X /
11/01/2000  MNew Enrollment 100 Time Base & Tenure Johin Smith 0861 Applied \
= Q=
10f1 -
Show Rescinded Actions / \‘
Reason: Birthiplacerment Premium Pymt Mthd: Standard Y
Coverage Type:  Basic HBO Received Date: 1053072007 ~ Show
Ll : Rescinded
Plan: Kaiser BaySac Event Date: 10i26/2007 Actions
Relationship: Child Change Date: 1101452007
Birth Data: 107282007 Create Data: 1101452007
Username: 2079SLA
4
a Done S @ mtemst
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ENROLLMENT TAB DEFINITIONS

HEALTH BENEFITS AND
ENROLLMENT HISTORY

DEFINITION

Effective Effective date of the selected transaction

Category The Reason group heading used to identify the transaction reason type
Reason The numeric code that identifies the reason for the selected transaction
Name Name of the Participant/Dependent involved in the selected transaction
Plan Code Health plan code/party rate that resulted from processing the selected

transaction

Proc Status

Describes the updated status of the transaction (i.e. Applied or
Rescinded) to the CalPERS database

Show Rescinded
Actions

A rescinded transaction is a transaction that was processed, and then
later voided. To see the any rescinded transactions, click Show
Rescinded Actions.

ADDITIONAL FIELDS

DEFINITION

Reason: A detailed description of the transaction Reason Code shown in the
“Reason” column for the selected transaction

Coverage Type: The coverage type for the Dependent named in the selected
transaction: Basic or Medicare

Plan: Health plan name

Relationship: Describes the dependent’s relationship to the Participant

Birth Date: Birth date of the Participant/Dependent named in the selected

transaction

Premium Pymt Mthd:

Description of the premium payment method: Standard, Direct Pay or
COBRA

HBO Received Date:

Date enrollment document was received in the employer’s office

Event Date:

Date of the event that generated the selected transaction

Change Date:

Date the selected transaction was added or changed in the system

Create Date:

Date the selected transaction was originally added to the system. May
be different from Change Date if for a rescinded transaction.

Username:

Login ID of the individual who keyed the selected enroliment
transaction
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4. Deduction Tab

The Deduction tab displays details for premiums and deduction history. Click
on Pay PD for additional information if there is a retroactive money adjustment.
The Coverage Start and End date (premium month) will display at the bottom of
the screen.

2} CalPERS - ACES - Microsoft Internat Explorer

[Help Menu] [Screen Helpl

View Participant Information Extract Date Time: 03/27:2008 05:00 AM
[ PrintTab |
SSN: xxxx| [ GetData N As Of: 2008
Name: John Smith 4 Birth Date: 025261 976 Gender: Male
HBO Phone: (316) 795-1000 Retiree: Mo Death Date:

Subscriber Dependent  Enrollment — Employment  Membership Summary

~

@Done é G Inkernet

ACES User Guide

Deductionttistory
_-_-------
1874 2008/01  02401/2008 3053 §1,223.74 §1,223.74 £0.00 $0.00 M
1874 2007/12 010172008 i 3053 §1,223.74 §1,223.74 §0.00 $0.00 M
_LKND?HE 0140152008 1 3053 £1,121.04 §1,121.04 $0.00 $0.00 Y
1871 2007/12 01012008 i 3052 -f862.34 -$862.34 £0.00 $0.00 hd
1874 200712 0150172008 " 3052 -§862.34 -5862.34 §0.00 $0.00 Y
1874 2007112 010172008 1 3053 £1,121.04 §1,121.04 $0.00 $0.00 Y \
18771 2007011 120012007 " 3052 §o62.34  F8G62.34 F0.00 000 M /-
1874 200710 1150172007 i 3052 $862.34  $862.34 £0.00 $0.00 M
1874 2007/09 10/01/2007 " 3052 fo62.34  $062.34 $0.00 $0.00 M
18775 2007/08 09901/2007 i 3052 §o62.34  F8G62.34 F0.00 000 M
Hext> Last>> 10of5
Coverage Start: 02012008 Pay Entity: FA Billing
Coverage End: 022972008 Prermium Pyrmt hithd: Standard
Health Pretax Type: /
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O =
4 \l\ DEDUCTION TAB DEFINITIONS
DEDUCTION HISTORY DEFINITION
COLUMNS

Agency/Unit State Controller's (SCO) agency/unit code for State Agencies;
Agency code for Public Agency or School Employers

Pay PD Pay Period from which the premium payment was made

Pymnt Start For a current premium payment, the date when the payment was
made. For a payment adjustment, the start date for the adjustment.

Payment End The anticipated end date for an adjustment payment

Plan Code Health plan code and party rate

Premium Premium for the health plan

ER Share Employer’s share of the premium

EE Share Employee (State) or annuitant’s share of the premium

Medicare State retiree reimbursement for the cost of Medicare Part B

Adj Contains a “Y” for yes if the payment is a one-time adjustment

ADDITIONAL FIELDS DEFINITION

Coverage Start: First day of the coverage period to which this premium payment
applies

Coverage End: Last day of the coverage period to which this premium payment
applies

Health Pretax Type: State Agencies:
Type of pretax status: Pre Tax Program, TAP, or FLEX

Pay Entity: Identifies the system making the premium payment to the health plan

Premium Pymt Mthd: Payment method, either: Standard, Direct Pay or COBRA
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5. Employment Tab

The Employment tab displays all employment associated with Membership

and/or Health enrollment history. Click on an Effective Date if multiple

transactions are present. Additional information about the selected date appears

at the bottom of the screen.

23 CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

View Participant nfermaiion Extract Date Time: 03/27/2008 05:00 AM
Frint Tab |
ssn: 123 a5 [ xxxx| [GetData | [Clear As OF: 2008
Name: John Smith Birth Date: 05/26M 976 Gender: hale
HEC Phone: {316) 795-1000 Retiree: Mo Death Date:

Subscriber  Dependent  Enrollment Deduction

18 Spin Way
Fittsburg, CA 94565

tembership Summary

N

01/01/2001  Active  0187-075 BO004 Misc WSS g Fublic Employees' pnone Mone
Effective Date -/ FULL Retirement
I 11/01/2000  Active 0187-075 BO0DZMiscWiSS  pg Fublic Emplovees' pgne Maone
MO0 Retirement
OB/01/1993  Active 0187-075 BO00ZMiscWSS g Fublic Emplovees' pone Maone
mMoD Retirement
10f1
Ermployer: mit. Diablo Unified School Dist
Status: Active
Status Effective Date: 06/01/19949
Coverage Group: BO004 Misc WSS FULL
Qptional Mermber: (i}
SCo Position Mumber: Mone
Collective Bargaining Unit: Mone
Retirement Systermn: Fublic Employees' Retirement
Medical Group: 008 MAINTANCEMORPERATICNS, #1
Medical Group Effective Date: 1140142000 j
@Done é 0 Inkernet

Note: Employment history is only viewable for the Participant’s current

employer.
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EMPLOYMENT TAB DEFINITIONS

\ FIELD NAME

DEFINITION

Effective Date

Effective date of the selected transaction.

Status

Position Status:

Active: Participant is currently working in this position or returns after a
separation or Leave.

Educational Leave: (State Employees only) Leave is granted for the
purpose of further education.

Family Leave of Absence: Approved to care for ill/injured family member.
Industrial Disability Leave (Industrial Disability Leave): Person in a safety
classification is placed on leave for a work-related injury or illness.
Available to local misc. by contract amendment only.

JRS Leave of Absence: Select this status only when the Retirement
system is JRS1 or JRS2.

Layoff: Layoff, or in lieu of involuntary transfer.

Maternity/Paternity Leave of Absence: Leave granted for the purpose of
giving birth, and/or caring for a newborn child.

Military Leave: (Military Leave of Absence): Person is absent from work
due to active service with one of the Armed Forces of the United States.
Non-Industrial Leave of Absence: Person is off work and receiving
temporary disability payments for a non-job related injury or illness.
Permanent Separation: Person separates from employment permanently.
This status is required for a person to be eligible to receive a REFUND of
CalPERS’ contributions.

Sabbatical Full (Sabbatical Leave - Full Pay): Person is on approved leave,
but is still receiving full compensation.

Sabbatical Part (Sabbatical Leave - Partial Pay): Person is on approved
leave, but is receiving partial compensation for time not worked.

Service Leave of Absence: Person is on an approved leave for the
purpose of service with a governmental agency; a university or college; or a
nonprofit organization serving a public function.

Special Leave of Absence: (For State employees only) A “Partial LOA,” or
“Special Leave for Research or Creative Activity.”

Temporary Separation: Temporarily separated from employment for
minimum of two months (a separation less than two months should not be
reported to CalPERS) and is expected to return to work.

To Alternate Retirement Plan: A non-vested member who is subject to a
GC 20306 Retirement Plan is working fewer than 20 hours per week, and
must switch from CalPERS coverage to the Alternate Retirement Plan.
Workers’ Compensation Leave of Absence: Worker in “miscellaneous”
(i.e., non-safety) classification is placed on leave for a work-related injury or
illness, and will be/is receiving Workers’ Compensation benefits.

Employer

Participant’'s employer code

Coverage Group

Five-digit code which is assigned to a group of employees within an agency.
It is used to identify, within the employer, groups of members with different
benefit packages. The five-digit code is formed by combining a number
indicating the type of employer or employment (first digit), coverage
groupings (second digit), a second tier or merger indicator (third digit), and a
2-digit sequential number.

Optional

Optional Member - A person (e.g., an elective officer) who has the right to
elect membership in CalPERS, and who is excluded from PERS
membership unless and until he/she elects membership.
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EMPLOYMENT TAB DEFINITIONS

/.
Retlr‘ement System

Retirement System - Participant’s retirement system: PERS, STRS, JRS,
LRS, MRS, or Non-PERS.

CBU

State Employees Only:

Abbreviation for the Participant’s Collective Bargaining Rank/Unit code.
Rank (Collective Bargaining Rank): Participant designation assigned to a
State employee. E.g., R = Rank and File, E = Exempt, etc.

Unit (Collective Bargaining Unit): unit code assigned to a State employee.
E.g., 1 = Administrative, Financial, and Staff Services, etc.

SCO

State Employees Only: State Controller’s Office (SCO) Position Number

Employer

Name of the Participant’'s employer

Status

See definition on previous page

Status Effective Date

Effective date of “Position Status” mentioned on previous page

SCO Position Number

State Employees Only: State Controller’s Office (SCO) Position Number

Collective Bargaining Unit

State Employees Only:

Abbreviation for the Participant’s Collective Bargaining Rank/Unit code.
Rank (Collective Bargaining Rank): Participant designation assigned to a
State employee. E.g., R = Rank and File, E = Exempt, etc.

Unit (Collective Bargaining Unit): unit code assigned to a State employee.
E.g., 1 = Administrative, Financial, and Staff Services, etc.

Retirement System

Participant’s retirement system: PERS, STRS, JRS, LRS, MRS, or Non-
PERS (Other Retirement)

Medical Group

Medical Groups are identified by three-digit codes* established differently
for each Public Agency or School Employer. If contracting for health
benefits by separate recognized employee groups, examples are as follows:
*001 TEACHERS’ ASSOCIATION

002 FIREFIGHTERS’ ASSOCIATION

003 POLICE OFFICERS’ ASSOCIATION

004 MUNICIPAL EMPLOYEES’ ASSOCIATION
“000 ALL EMPLOYEES" is used when contracting for health as a whole
agency. There is only one Medical Group for the agency.
“999 CONVERSION GROUP” may be selected by the system during
conversion.
For State employees, the Collective Bargaining Unit derives the Medical
Group.

Medical Group Effective
Date

The effective date of the medical group

ACES User Guide
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6. Membership Tab

The Membership tab displays information associated with membership.

3 CalPERS - ACES - Microsoft Internet Explorer,

[Help Menu] [Screen Help]

View Participant information Extract DateTime: 03:27/2008 05:00 AWM
| PrintTab |
SSN: 45 | xoxxx| [_oetData | [Clear | As OF: 2008
Name: John Smith Birth Date: 05/26/1976 Gender: Male
HBO Phone: (318 795-1000 Retiree: Mo Death Date:

Member: Yes
Membership Effective Date: 06171999
State ARP Member: Mo

State ARP Date:
ARF months Completed:

Subscriber  Dependent  Enrollment Deduction  Employment _ Summary

\

NV

V
S
7

Frior School PERS Membership: Yes
Last School Employment Date: Q3272008
Election: Maone
&] Done 2 & Internet

The following fields will be viewable for:

e All employers:
0 Member
0 Membership Effective Date

e State and Non-Central Agencies only:
0 State ARP Member
o0 State ARP Date
0 ARP Months Completed

e School Employers only:
0 Prior School PERS Membership
0 Last School Employment Date
0 Election
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MEMBERSHIP TAB DEFINITIONS

PARTICIPANT MEMBERSHIP

DEFINITION

Member:

Is the Participant a member of CalPERS?

Yes = member has funds on deposit with CalPERS
NOTE: "Yes" does not mean the member is actively
employed.

No = participant either refunded or was enrolled in health
benefits only.

NOTE: A Participant who has retired or received a refund of
contributions is no longer considered a member of CalPERS.

Membership Effective Date:

Effective date of CalPERS membership.

State ARP Member:

Is the Participant a member of the State Alternate Retirement
Program (ARP)? Yes, No, or Not eligible.

State ARP Date:

The original effective date that the Participant became a State
ARP member.

ARP Months Completed:

The number of months the Participant has completed since the
State ARP effective date (0 — 24 months).

Prior School PERS
Membership:

Indicates “Yes” if there is prior school employment with PERS
membership; “No” if there is not; and “Refunded” if
membership funds were refunded. May also indicate “Call
CalPERS” if a determination cannot be made.

NOTE: ONLY School employers will be able to view

Last School Employment Date:

This field shows ONLY if the employee has worked for a
school, such as County School Office, School District, Board of
Governors of Community Colleges, Department of Education,
etc.

NOTE: ONLY School employers will be able to view

Election:

Will show “Yes” or “None”. Used for Classified employees in
PERS who receive an appointment to a Certificated position.
They have a 60-day opportunity to elect to remain in PERS.

“Yes” indicates they have made this election.

NOTE: ONLY School employers will be able to view

ACES User Guide
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7. Summary Tab

The Summary tab will display a summary of the Participant’s demographic
information as well as participation in CalPERS health and/or retirement

programs.

2 CalPERS - ACES - Microsoft Internet Explorer i i _

[Help Menu] [Screen Help]

Pittsburg, CA 94565

View Participant fnformation Extract Date Time: 03/27/2008 05:00 AM
PrintAll Tabs || Print Tab
ssn: [123 a5 [xxxx| [(GetData | [Clear | as or: [03 {27 {2008 |
Name: John Smith Birth Date: 053/26/1976 Gender: Male
HBO Phone: (316) 785-1000 Retiree: Mo Death Date:
Subscriber  Dependent Enrollment Deduction Employment  kMembership
\
Birth Date: 05726/ 976
Gender: Male
FERS Member: Yes
FPERS Retiree: Mo
Death Date: \t\ /
Frograms: ) . >_ O =
Public Employees' Retmnt Sys —_—
Medical / ‘\
Address:
18 Spin Way

k Jioore

é 0 Inkernet

N
—= 0=
,/ | \
! SUMMARY TAB DEFINITIONS
PARTICIPANT SUMMARY DEFINITION

Birth Date: Participant’'s date of birth

Gender: Participant’s gender: Male or Female

PERS Member: Is the Participant a member of CalPERS? Yes or no.
NOTE: A Participant who has retired or received a refund of
contributions is no longer considered a member of CalPERS.

PERS Retiree: Is the Participant retired from CalPERS? Yes or No.

Death Date: If applicable, the death date of Participant

Programs: Name(s) of CalPERS program with which Participant is
associated

Address: Participant’s address
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Printing

At any time, you can print the contents of any Participant Inquiry screen by the
following methods:

1. Individual Tabs: Each individual tab can be printed by clicking on the tab,
then clicking on Print Tab. This opens up the tab and formats it for printing.
Then press "Ctrl + P" for printing. Click View Mode to return to normal
viewing mode.

2} CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]
View Participant fnformation

[Pomitas |

ssi: 123 H45 Hxooox| [ GetData ] [ Clear | As Of:

Name: John Smith Birth Date: 05/26/1976

: Male

<} CalPERS - ACES - Microsoft Internet Explorer,

View Participont Information
[ewiisge ]
SSHN: 123-458-XXXX As Of: 0372752008
Name: John Smith Birth Date: 057261 976 Gender: Male

Member: Yes Retiree: Mo Death Date:
S HBO Phone: (316) 795-1000

EWl girth Date: 05/26/1 976
Gender: Male
PERS Member: Yes

PERS Retiree: Mo

Cieath Date:

Programs:
Public Employees' Retmnt Sys

Medical
Address:

18 Spin YWay

&l Pittshurg, CA 04565

@ Done é O Internet
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2. All Tabs: In order to print all of the tabs, you must open each of the tabs by
clicking on them (in any order). Upon opening the last tab, click Print All
Tabs, then press "Ctrl + P" to print all tab information in a continuous
sequence. Click View Mode to return to normal viewing mode.

2} CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]
View Participant Information
SSN: |xxxx| | GetData | [Clear | 3
Name: John Smith Birth Date: 05/26/1976 Gender: Male
HEO Phone: 2ol Zae Loiy Bativoc bl Lo i i gta.
2} https:/fdev.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer X
Subscribg ~
View Participart Informaiion
Participant S [ view wode ]
SSN: 123-45-XXXX As Of: 0372712008
Birth Date: Hame: John Srmith Birth Date: D5/26/1 976 Gender: Male
Gendet Member: Yes Retiree: Mo Death Date: L
HBO Phone: (916) 795-1000
PERS Membe)
FERS Retireg
Frograms: Employer Information
Agency MName: mt. Diablo Unified School Dist
CalPERS ERMAgency/lUnit: 0187 075 Payroll Office: 5 School Employiment
Address: Rank/! Barg Unit: Retire System:  Public Employees’ Retirement
Qual Appt Statf Eff Date: Active 0Bf01/1999 Retire Date:
Enrollment Information Address Information
Enrall Status § Eff Date: Covered 1140172000
FPrem Pymt mMthd § Eff Date: Standard 1110172000 18 SpinWay
PlanCode ! Plan Mame: 3053 Kaiser Bay/Sac
Coverage Type: Basic Pittsburg, CA 94565
Eligibility ZIP: " ER Address
Gual f Sure/ FR S5M:
COBRA Startf End Date:
@ [one
Dependentinformation
1—7—7%1 B
@ Crone é 0 Inkternet

Or, you may press the Print Screen key (to the right of the F12 key), then paste
the clipboard contents into a document as follows:

e On your desktop task bar, select Start
¢ Select Programs
e Select your word processing program (e.g., Microsoft Word)
e Open a new document
e In the Menu Bar at the top of the window, select Edit
e Select Paste on the Edit Menu (The saved PI screen displays in the new
document)
e Select File in the Menu Bar at the top of the window
e Select Print on the File Menu
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Participant Inquiry System Messages

Access is limited to current agency

This message will be displayed if the user attempts to access data for a
Participant no longer employed by their agency. If the employer has completed
the transaction to enroll the Participant and you are still getting this message,
please call 888 CalPERS (or 888-225-7377) and ask CalPERS staff to update this

transaction.

Out-of-Use Social Security Number

If the user enters a Social Security Number that is no longer in use, a message
window gives the user the corresponding active number, if there is one.
Acknowledge the message, then query for the active number.

Future Transactions Pending

This message indicates future health events related to the current Participant.

For a future new health enrollment, it may be necessary to change the As Of Date
to a future date and click Get Data.

No employment information with your agency is available for this SSN

This message will appear for employers who try to access the SSN of a
Participant who is not currently employed by their agency.

It may be necessary to change the As Of Date to a future date and click Get Data.
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ACCOUNT ADMINISTRATOR

The ACES User Account Maintenance function is designed so your agency can
maintain your own ACES user accounts. The designated Account Administrator
will grant access to employees within your organization.

Account Administrator Roles and Responsibilities

The Account Administrator performs the following maintenance activities for

your agency’s user accounts by:

e Creating new user accounts

e Modifying existing user accounts (adding or deleting ACES functions and/or
changing user demographic information)

e Performing Password Maintenance (disabling, unlocking and resetting
passwords for user accounts within your agency)

e Maintaining user contact information, such as:
= Phone
* Fax
* E-mail address

In order to maintain information security and comply with the CalPERS ACES

Security Agreement, it is the ACES Account Administrator’s responsibility to:

e Have a signed Employer User Security Agreement (PERS-AESD-43) form on file
for each employee with ACES access

e Maintain all signed Employer User Security Agreement (PERS-AESD-43) forms
on file for the duration an employee is an active ACES user for your agency
PLUS two (2) years following the deactivation or termination of the Agreement

e Immediately disable the ACES access of any employee no longer needing
access, leaving employment, or taking an extended leave of absence

e Fill out online and electronically send the Delete “ACES User Access” (PERS-
AESD-42) form to CalPERS using the "Submit" button. After using the
"Submit" button, the form will be sent directly to the ACES e-mail box.

Please do NOT fax a duplicate copy of the form to CalPERS. (However, if the
CalPERS Web page or e-mail is not working, you may use a hard copy of the
form, found on page 123 of this User Guide, manually fill it out, and fax it to
ACES at 916-795-1523.)

e Maintain a copy of the Delete “ACES User Access” form (PERS-AESD-42) on
tile for two (2) years after the user has been deleted from your agency's ACES
User List

NOTE: Do not fill out and send the AESD-42 if the employee is on a leave of

absence and will resume ACES duties upon their return. When the employee

leaves, please disable his/her account; when he/she returns and needs ACES
access again, please call 888 CalPERS (or 888-225-7377) to have the account re-
enabled.

Users should contact their Account Administrator for any issues relating to their
user account. If the Account Administrator is unavailable, please call the
CalPERS Employer Contact Center at 888 CalPERS (or 888-225-7377).
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Security Guidelines

ACES provides a secure environment for transmitting sensitive employee
information to CalPERS for processing. Creating a user account and granting an
employee access to ACES will allow them to enter an environment with
privileged employee information. Guidelines have been created to protect this
personal information. The following are guidelines for providing access to
ACES:

108

CalPERS security documents must be filled out by all employees having
access to ACES. You must keep a signed copy of all security documents on
tile for each Account Administrator and other ACES users at your agency. In
the event of a CalPERS security review, you may be requested to provide
security documents for all current and former ACES users.

CalPERS security documents must be signed by both the employee and the
employee's supervisor/manager.

Only grant access to functions that CalPERS has approved or trained your
agency to use. For example, if your agency has view-only access (Participant
Inquiry or Public Agency Billing), then a user shouldn't be granted Internet
Forms if he/she does not process transactions or has not been trained on
Internet Forms. If you are unsure of what this security requirement entails,
contact the Employer Contact Center at 888 CalPERS (or 888-225-7377) or see

the ACES & Other Online Services Web page:
http://www.calpers.ca.gov/index.jsp?bc=/employer/aces/user-quide-resources/security-

forms.xml.

The CalPERS Security Policy requires each person to have his or her own
ACES account. Users are not allowed to share user names and passwords.
CalPERS encourages your agency to designate more than one Account
Administrator. In the event that the primary Account Administrator leaves
your organization, changes positions, or is simply on vacation, another
individual is able to maintain ACES user accounts.

When an Account Administrator leaves an agency or no longer requires access
to ACES, your agency should immediately disable their ACES account and
submit a Delete “ACES User Access” (PERS-AESD-42) form to CalPERS and
establish another Account Administrator for your agency.

If security has been violated or ACES has been misused by a user, the
Account Administrator should revoke the user’s access to ACES immediately.
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Logging On to the User Account Maintenance Function

Select User Account Maintenance from the Navigation Tree.

1 Log Owt

] change Password

[ Participant Inquiry

] User Account Maintenance

] Annual Member Statement
Employer Report
__1 Internet Forms

gl © Lonneckions
T—

___1 Public Agency Billing
1 Payroll File Transfer

NNV WA e aw  —

Easy Access for Partners

&

@ Done é & Internet

Agency User Accounts

This screen lists the current user accounts at your agency and, if applicable, will
display any pending transactions. This screen serves as a “home page” for user
account maintenance.

changs System

[Help Menu] [Screen Help]

g Nidnintaining PARTNERS User Accounis

< Previaus | next »| cancel|

[ Log Out

3 change Password

[ Participant Inquiry

[5] user Account Maintenance

[3] Annual Member Statement
Employer Report

] Internet Forms

| HealthiMembership File
Transfer

|| Status

| Public Agency Billing

| Payroll File Transfer

Agency. California Public Employees Retirement System

Add User

Pending User Transactions

Username
Steven H Propp iAccount Adming 06335PRO Modify | Account Status
Anthary P Suine DB3I3ASU Modify | Account Status

10f1

=
@ ’_ ’_ E £ Intemnet i

Through the Agency User Accounts table you can:

e Add new users

Modify demographic information (e.g., edit phone number, e-mail address)
Modify access rights

Perform password maintenance (unlock accounts and reset passwords)
Disable user accounts
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Adding a New User

Have the employee fill out a security document (located at the end of this section
or http:/ /www.calpers.ca.gov/index.jsp?bc=/employer/aces/user-guide-
resources/security-forms.xml).

1. Select Add User from the Agency User Accounts screen.
2. Type the SSN and click Get Data.

E B

-

Exchange System

':’-;}!Efﬁr"ll’@m the B A e 8 i
l\v.'re??' INEL i U ) sy o1 coe

[Help Menu] [Screen Help]  |Mininiaining PARTNERS Use,

< Pre’\r'musl Mext >! Cahceli

7] Log Out
[7] change Password
(7] Participant Inguiry

welit System

add User

[7] user Account Maintenance

(7] Annual Member Statement
Employer Report

| Internet Forms

| Health/Membership File
Transfer

| Status

| Public Agency Billing

| Payroll File Transfer

icrosoft Internet Explorer

n = —
[Help Menu] [Screen Help]
i

7] Log Out

D Change Password

[ Participant Inquiry

D User Account Maintenance

5]

[7] Annual Member Statement

Empl Report
__|Internet Forms
| HealthMembership File
Transfer
__| Status
1 Public Agency Billing
| Payroll File Transfer

gmmilnications

|Agency: California Public Employees Retirement System

]

s

-ADD-

S5N is required.

=

-EI Dane

é 0 Internet

NOTE: You might enter an SSN and receive the error message “SSN XXX-XX-
XXXX does not exist in the CalPERS database. Please contact us at 888 CalPERS

(or 888-225-7377) for assistance.” To resolve this error:
e Verify the SSN has been typed correctly
e If you've entered the SSN correctly, please fax the security document to

CalPERS at 916-795-1523, Attention: ACES. CalPERS will add the new
user for you.
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2l CalPERS - ACES - Microsoft Internet Explorer

AT

4 e S,

[Help Menu] [Screen Help] hf&:inminirsg PARTNERS User Avconnis

) Log Out
D Change Password
[ Participant Inquiry
D User Account Maintenance HameJohn sl

Agency: California Public Employees Retirement System
SEN: 890-01-XXXX

[1] Annual Member Statement | Eirif Date Gender
_ Employer Report 09/1 201962 M
:: :‘e::;;"";s e /|Pnone Fan E- Mail Address
eal embership File
Transfer D | Ext.l:l d:b | | | |

.;| Status Re enter E- mail Address
| Public Agency Billing | |

1 Payroll File Transfer

< Sireez 400 P STREET | owaistor| ]

F'.O.Elox:| |

City: [ SACRAMENTO |

State: | California V| Zip: I:H:\
\ Comments: | |
Ia Done é ‘ Internet

=

3. Enter the demographic information for the user (green /bold /italic fields are
required):
e Phone (The user’s business phone number)

Fax

E-mail Address

E-mail Address (entered a second time for confirmation)

Business Mailing Address

4. Click Save. A new window will appear.
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5. Select an ACES function from the “Applications Available” list at the left of
the screen by clicking on the desired function.
¢ You may grant multiple functions at once by holding down the “Ctrl” key
and clicking on each desired function

6. Once function(s) are highlighted, click Grant.

E il

q= 3
J File Edt ‘iew Favortes Tools  Help ‘ -

3
Links

Address

|»

[Help Menu] [Screen Help]

[ Log Out

D Change Password
[ Participant Inquiry
[J] user Account Maintenance

User. Jane Smith

User has access to:

Applications Available:

[2] Annual Member Statement Internet Forms
Employer Participant Inquiry

_lInternet F Account Adrin

] Health™ 5 Health/termbership File Transfer crant =
Transfer ~ Status

] Status Fublic Agency Billing <« Revoke

Payroll File Transfer
AMS Ermployer Report
Service Credit Purchase Status

1| Public Agency Billing
| Payroll File Transfer

R

|&] Done l_ l_ |—|2|_ |4 Interret

* IMPORTANT NOTE: When granting access to the Internet Forms, Account
Administrator, or Health/Membership File Transfer applications, you
MUST grant the user access to the Status application as well

Note: Agencies must maintain all signed Employer User Security Agreement
(PERS-AESD-43) forms on file for the life of the agreement PLUS two (2) years
after the agreement has ended to ensure ACES security compliance.
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7. The function selected will move to the “User has access to” list.

e REMINDER: You should only grant access to functions for which your
agency has been approved and trained. (See Security Guidelines section
for more information or contact the Employer Contact Center at 888
CalPERS [or 888-225-7377] for more information.)

E | =] B3

J File Edit Miew Favoites Tools Help H Bék W IAgIdress JLinks »‘

ac
[Help Menu] [Screen Help]
) Log Out

[1 change Password User: Jane Smith

[7) Participant Inquiry

[] user Account Maintenance |  applications Available: User has access to:

El Enrr:]r;ll,ll:;;eRr:zﬁ:tStatemem Account Admin Internet Forms )

) Internet Farms Health/Mermbership File Transfer Farticipant Inguiny

\ o Fublic Agency Billing Status |

_1HealthMembership File Fayroll File Transfer /

J;::ussfer AS Employer Report Grant = >'<\

1 Public Agency Billing _ <Revske N

| Payroll File Transfer

J
=
|&] Done ’_’_E|° Intermet 7

Repeat Steps 5 and 6 until all appropriate ACES functions have been added for
this user.

8. Click Save.

ACES User Guide 113



ACCOUNT ADMINISTRATOR

9. The new user’s name will appear in the “Pending User Transactions” list
above the table of current users.

10. To add additional users, repeat Steps 1 through 10.

=] B3
- —y s
ystem
[Help Menu] [Screen,
D Log Out Oency. San Dimas City OF
3] change Password
Participant Ingquiry P -
D 7 pending User Transactions Add User | Mext >] Please click Next> to submit request
[X] user Account Maintenance .
[3] Annual Member Statement
Employer Report ane Smith =pending= Modify | Remove
1 Internet Forms ser List
] HealthMembership File ~ [FE =0 Username.
J;:tnsmr Steven H Propp (Account Admin DE3ISPRO dify| Account Stal 10B
L) f 10A .
1 Public Agency Billing pETY » SUHE 0B33ASUI Hify | Account Stath
| Payroll File Transfer i
=l
i€l L[S 4 Intemet 7

Optional:
A. To change the demographic information or access to ACES functions for a
new user, click Modify. The existing data for that user will appear. Make
the desired changes and click Save.

B. If you've added a user in error, click Remove to delete the user. A dialog
box will appear. Click Ok to remove the user or Cancel to keep the user.

11. When you are done adding users, click Next to submit the request to
CalPERS.

Important: Pending User Transactions will be lost if you click outside of the Agency
User Accounts screen before submitting your request to process Pending User

Transactions to CalPERS.
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12. Type the correct e-mail address where confirmation of your processed
request is to be sent.

Back

J File Edit “iew Favortes  Took Help

S Wit
] =y

[

- ”| ‘ Address

ol
J Links

[Help Menu] [Screen Help]  Mirindoining PARTNERS User Acconnis

< Preuious] Submit Request | Cancel]

[ Log Out
D Change Password
) Participant Inquiry
[7] user Account Maintenance

[1] Annual Member Statement
Employer Report

__| Internet Forms

__| HealthMembership File
Transfer

| Status

__| Public Agency Billing

| Payroll File Transfer

Agency: San Dimas City OF

E-Mail Address: |

File Edit “iew Favortes  Took

Help ‘ J o . 2

‘ Address

[Help Menu] [Screen Help] --“:i'ﬂirs.;’ajning PARTNERS User Accounis Fri Jan 03 14:59:03 PST 2003

D Log Out Agency: San Dimas City Of

E] [rane

D Change Password
[ Participant Inquiry
[ user Account Maintenance

[3] Annual Member Statement
Employer Report
| Internet Forms

Your updates were successiully submitted.
Your Tracking 1D is: 2473440
our updates will be processed within 24 hours.

Yaou will be notified via E-Mail at:
m@m.com

| HealthMembership File
Transfer

| Status
__| Public Agency Billing
| Payroll File Transfer

|.§| Done
13. Click Submit Request.
14. Make note of the Tracking ID number.

LB

’_ ’_ ré_ | Irtemet

NOTE: Requests submitted before 6:00 p.m. are processed the same day. You
will receive an e-mail when the username(s) and password(s) are available;
however, new users will not have access to the applications of ACES until the
following business day.
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Retrieving Passwords for New Users

1. Select the Status folder.
2. Select Retrieve Files.

J.Eifé Edt Wiew Favoites Tooks Help ""'?',':H-Mgdress J.L'.inks

ey =1 cees

[Help Menu] [ScreenHelp]l  |feirioving files from CalPERS

| Self > ||ACES Output Files

=l GetRecords
|

) Log Out

D Change Password

[7) Participant Inquiry

D User Account Maintenance

[7] Annual Member Statement
Employer Report

| Internet Forms

| HealthMembership File
Transfer

_1 Status

~] Retrieve Files

e|uest rocesse(l for the DIGQUPDATE):G33
he Summamr e|10 was crate(l o 15 24?109 1048

Redquest Processed for the ORGIUPDATERG33 010222003 Delete

10:20

’g QDF. 1 1 =R

3. Click Get Records.

7

4. Locate the Tracking ID number from your request.
5. Click View.
6

. The ACES Username(s) and Password(s) will be listed. Forward the
username and password to the appropriate user(s).
NOTE: Neither the user name nor the password are case-sensitive.

3 = E3

: s : . »
File Edt Wiew Favorites Tools  Help =

Bach

RESTRICTED INFORMATION
A1l the updates have been successfully applied.

The following user account (s3] were created:

NALME: Jane Zmith
TZERNAME : O0633J35M2 }

PASSWORD : 6hONwhaH

s

|&] Done I_’_|—é_|ﬂ Intermet
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Modifying User Information

Use the Modify button to make changes to a user’s demographic information
(e.g., address, phone number) and/or change a user’s access to ACES functions.
1. Click the Modify button from the Agency User Accounts screen.

A

[Help Menu] [Screen Help]

. Ninintaining PARTNERS User Accounis

< P}'e:xr-'rﬁus'l Next >] Can‘cell

Log Out = -

D 2 Adgency. Califernia Public Employees Retirement System
7] change Password

[7) Participant Inquiry

Add User
D User Account Maintenance

s sername
[ Annual Member Statement [=5 EMNEINE
Employer Report
| Internet Forms
| HealthMembership File
Transfer
| Status
| Public Agency Billing
__| Payroll File Transfer

Pending User Transactions

Username
Steven H Propp (Account Adrminy 06335FRO Modify | Account Status
Anthary P Suine 0633A5U) Modify | Account Status

10of1

SR

i€l [ |8 @ htenet

2. The user’s information appears.
A. For Demographic changes: Make desired changes to the user’s existing
information. Click Save after you've made the appropriate changes. The
Agency User Account screen will appear. Go to Step 3.

B. For User Access changes: Click the Access button from the Modify screen.
The access screen will appear. Highlight the desired function to Grant or
Revoke access (See Pages 113-114, Steps 5-9 for further details).

[Help Menu] [Screen Help] g PARTNERS User Accounts
ount Maintenance -MODIFY-
Log Out
D . Agency: California Public Empl Retirement Systi
[ change Password i :
[0 Participant Inquiry S3M: 123-45-XXXX {Account Admin}
[1] user Account Maintenance , Mame: Jane Smith
[ Annual Member Statement |Birth Date Gender
_ Employer Report 1212711960 F
__| Internet Forms \
| HealthMembership File |07 Faut E- iaif Address i
i e P Y - |
] Status T 5
1 Public Agency Billing Employee Authentication Word Re enter E- mail Address
| Payroll File Transfer _|help ‘ ‘ca\pers@ca gov |/
| 2A
Steet 400 F STREET | wmaisiat |
P.O. Box:| ‘
City: [SACRAMENTO \
Siate:| Califomia v ‘ Zip: |9531 3 H:I:l _J
Cummenls.| ‘ =
| ]
I@ é . Internet
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3. The modified user’s name will appear in the “Pending User Transactions” list
above the table of current users.

¢ To modify additional users, repeat Steps 1 and 2.
4. When you are done modifying users, click Next.

) Log Out
D Change Password
[ Participant Inquiry
[7) user Account Maintenance

[ Annual Member Statement
Employer Report

] Internet Forms

__] HealthiMembership File
Transfer

| Status

__1Public Agency Biling
| Payroll File Transfer

Agency. San Dimas City Of

Pending User Transactions

nthony P Suine 0633A3U1

3

JE\\E Edit View Favoites Iools Help

[=] B3
-
e

»
- H Address

3]

e

[Help Menu] [Screen Help]  [Viaimaining PARTNERS User Accounis

D Log Ot

D Change Password

|7 Participant Inquiry

(1] User Account Maintenance
] Internet Forms

Agency. San Dimas City OF

E-Mail Address: |per50nnel@m.anmwn.:a usl

»
J Links

»
- H Addiess

[Help Menu] [Screen Help] Viainizining PARTNERS User Avconis 3 PST 2003

] Log Out
7] Change Password

Agency. San Dimas City OF

Your updates were successfully submitted.
[ Participant Inquiry Your Tracking ID is: 2473451
D User Account Maintenance Your updates will be processed within 24 hours.
7] Annual Member Statement ou will be notified via E-Mail at:

B

AN

Employer Report
1 Internet Forms

__1 HealthMembership File
Transfer

| Status
1 Public Agency Billing
1 Payroll File Transfer

personnel@ci.anytown.caus

54
GLE RO

5. Verify your e-mail address.
6. Click on Submit Request.

7. Receive Tracking ID number.

¢ On modifications, it is not necessary to retrieve a report from Status,

Retrieve Files.

NOTE: Requests submitted before 6:00 p.m. are processed the same day. You
will receive an e-mail when the modifications have been processed; however, the

modified information or new access rights will not be reflected in ACES until the
next business day.
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Account Maintenance

Use the Account Status button on the Agency User Accounts screen to:

e Reset a user’s password. If a user misplaces or forgets their ACES password,
you can reset their password.

e Unlock a user’s account. This action can be performed when a user’s account
is locked after 4 incorrect log on attempts.

e Disable a user’s account. When a user no longer requires ACES access, their
ACES account must be disabled immediately. If security has been violated,
CalPERS should be notified immediately at 888 CalPERS (or 888-225- 7377)

3 Log Out

D Change Password
Participant Ingui

D S nqulr?ur Pending User Transactions

7] user Account Maintenance o

[1] Annual Member Statement
Employer Report

" 1Internet Forms ABCDEFGHIJELMNOPQRSTUVWITYZ

[ IHealthMembershipFile  User List Hext>Last>>
Transfer Jse Username

| Status y

__| Public Agency Billing

’Agency: California Public Employees Retirement System
Add User

Username

iTAwoudma (Accaunt Admin) TANCODM

Account Status

I Payroll File Transfer T BBailey {Account Admir) TBBAILEY Modify Account Statug

T Cogata (Account Adming TCOGATA Madify | Account sta'tug\

T Hsunada (Account Adrmin) THSUNADA Modify | Accaunt Sta‘tus/ F
@ é O Internet \ 1

1. From the Agency User Accounts screen, click on the Account Status button. A
new window will appear.
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2. Choose the desired Action to Perform on the selected user account:

Employee Authentication Word: help

Agency: California Public Employees Retirement Systemn
Username: TBEAILE1

Last four digits of SSM: X3H-1008
Account Status: ACTIVE
Action to perform: | —Choose Action— +
—Choose Action—
FReset Password

{ Lnlock Account
Disable Account

Reset Password: Resets a user’s password. The user will be prompted to

change this temporary password when they log onto ACES after the
password reset.

Unlock Account: Restores account to “Active” password status
Disable Account: Disables a user from logging in to ACES

3. Click Apply.
If you have reset a password, the password will appear in red as follows:
NOTE: The password is not case-sensitive.

Employee Authentication Word: help

Agency: California Public Employees Retirerment Sysp
Username: TBBAILET

Last four digits of SSHN: XH-HH-10045
Account Status: ACTIVE
Action to perform: | —Choose Action— % |[ Apply ]

The new password is: bydhwbcj

4. (Click Close.
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Disabling and Removing a User

1. A user no longer requiring ACES access must be disabled immediately to
ensure information security. Click on Account Status from the Agency User
Accounts page. A new window will open.

wchangs System

[Help Menu] [Screen Help]

D Log Out !Agency: California Public Employees Retirement System
1] change Password add User
(] Participant Inquiry Pending User Transactions i

D User Account Maintenance |12
[ Annual Member Statement

Employer Report
) Intormet Forms BB SOV CHEIREEN ChR MERET VWL,
. H b =l
) HealthMembership File ~ USer List _ el
Transfer Jse Username
| Status T twoodma (Account Admin TAWOODMA Modify| Account Status
| Public Agency Billing T BBailey (Account Admin) TBBAILEY Modify| Account Statug
Payroll File Transfer = - :
1 Payr |T Cogata (Account Adming TCOGATA Modify | Account Sta'tus’\
|'I'Hsunada {Account Admin) THEUNADA Modify| Account Sta‘tus/
&l S B Internet \ 1

2. Click on Disable Account in the drop-down box.

3. Click Apply. A message will appear within moments confirming the account
is disabled.

Agency: California Public Employvees Retirement System
Username: TBBAILE1

Employee Authentication Word: help
Last four digits of SSN: X:3-HH-10045
Account Status: ACTIVE

Action to perform: | —Choose Action— » || Appl

—Choose Action—
Feset Password
Linlock Account

a Dizable Account
4. Click Close.

5. Fill out a Delete “ACES User Access” form (located at
http:/ /www.calpers.ca.gov/jasper/ei/aces-aesd-42 /aesd-42-form.jsp) and
electronically send it to CalPERS by using the "Submit" button. CalPERS will
remove the user from the table of users.
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Password Requirements

When resetting passwords, the system automatically generates a random
password. This is a temporary password used to initially log the user into ACES.
Upon successfully logging in, the user will be required to change this temporary
password to one of their choosing.

The following are the ACES password requirements:

e Your password must be no fewer than 8 and no more than 12 characters long

e Your password must be a combination of alpha and numeric characters

e Your password cannot be the same as your user name

e Please note that if you enter your password incorrectly four times when
attempting to log on, you will be locked out of ACES. Contact your agency’s
Account Administrator to unlock your account. For further assistance, call
the Employer Contact Center at 888 CalPERS (or 888-225-7377).

¢ You will be prompted to change your password every 60 days
NOTE: If you change your password every 60 days by changing only one
digit (e.g., "passwordl" to "password2" to password3" etc.), the CalPERS

system "recycles" passwords after ten (10) changes. This means after reaching
"password10" that you may start back at "password1" if you wish.
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CALIFORNIA PUBLIC EMPLOYEES' RETIREMENT SYSTEM
EMPLOYER USER SECURITY AGREEMENT

(TO BE COMPLETED BY EMPLOYER AND EMPLOYEE) (PLEASE COMPLETE ONLINE OR PRINT LEGIBLY)

EMPLOYEE EMPLOYER
Employee Name: Employer Name:
Employee Social Security Number: Date of Birth: Employer Code (CalPERS):
Employee Business Phone: Employee Business Fax: Employer Mailing Address:
Employee Business E-mail Address: Employer Physical Address: (if different than mailing)
Please check all that apply: OAccount Administrator Olinternet Forms: Health Olinternet Forms: Membership
OPublic Agency Billing OAnnual Member Statement Employer Report OService Credit Purchase Status
OParticipant Inquiry OPayroll File Transfer OAnnual Employer Statement

By signing this document, the employee referenced above acknowledges reading, understanding, and agreeing to its contents and realizes the
consequences of not complying with the terms stated below.
ACES User responsibilities:
e Passwords must be kept confidential. Reasonable precaution must be maintained including but not limited to:
o  Not sharing or allowing others access to your password for any reason
o  Securing the terminal with a password or locking device when logged onto ACES, when leaving the workstation
o Immediately reporting any suspicious circumstances or unauthorized individuals observed in the work area to a supervisor
e Access and/or transmit information only relevant and necessary in the ordinary course of performing job official duties
e CalPERS record information shall only be disclosed to individuals when relevant and necessary when performing official duties. Unauthorized
disclosures include, but are not limited to:
o Disclosing social security number of another person when not part of job responsibilities.
e CalPERS record information shall not be transmitted or used for personal reasons, including but not limited to:
o0  Making personal inquiries of friends or relatives; accessing information about another person, including locating their residence address,
for any reason that is not related to job responsibilities

ACES Administrators’ responsibilities:
. Maintain all California Public Employees’ Retirement System Employer User Security Agreement forms (AESD-43) and Delete
“ACES User Access” forms (AESD-42) in a secured location
. Ensure Security Agreements are fully completed and signed by a manager or supervisor prior to processing or faxing to CalPERS.
Completed forms may be faxed to 916-795-1523.
. Immediately fill out, electronically submit, and maintain a copy of the Delete “ACES User Access” form (AESD-42) for all ACES users
who no longer have ACES access for two years
. Direct staff that:
o  Passwords must be kept confidential at all times and not be shared for any reason
o  Computer terminals must be secured with a password or locking devise when unattended and logged into ACES
o0  Suspicious circumstances and unauthorized individuals should be reported immediately to a manager or supervisor

| have read and understand the security policies stated above. | acknowledge and agree to utilize all CalPERS systems in accordance with the terms
outlined in the California Public Employees' Retirement Law and CalPERS business practices, policies, and procedures. Failure to comply with these
policies may result in revocation of my access to ACES, adverse action, and/or civil or criminal liability under applicable laws. | further understand that |
can undergo disciplinary action from my employer up to and including termination of employment.

| certify under penalty of perjury, under the laws of the State of California, that the information provided above is true and correct.

The California Public Employees’ Retirement System (CalPERS) collects personal information to administer the various programs, accessed through the
Automated Communications Exchange System (ACES), for which it has responsibility. Employers may NOT share information with any other entity
without the express written approval of CalPERS. The information contained in CalPERS records is confidential, and CalPERS is required by law to
protect such information from unauthorized access, use, and disclosure.

Employee Signature: Date:

Employer Signature: Date:
(Manager/Supervisor)

This form must be completed for each employee using CalPERS online access and be available to CalPERS upon request. Forms must be
RETAINED IN A SECURE WORK SITE LOCATION of the Employer, for the life of the Agreement and for two (2) years following the deactivation
or termination of the Agreement. CalPERS is to be notified immediately in the event that any of its sensitive or confidential information is
subjected to unauthorized disclosure, modification or destruction. Completed forms may be faxed to 916-795-1523.

PERS-AESD-43 (03/07)
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#  Required Field

4= Missed Field

CALIFORNIA PUBLIC EMPLOYEES' RETIREMENT SYSTEM
DELETE ACES USER ACCESS FORM

PLEASE COMPLETE ONLINE OR PRINT LEGIBLY

Section 1. To be completed by employer

* Employer Name:

* Employee Name:
Py * CalPERS Employer Code:

Employee's ACES User Name (e.g.

* .
0001coga): Date user should be deleted:

Section 2. To be completed by employer

Employer Account Administrator,
Manager or Supervisor

* Name: * Date: 7/27/2007
* Phone: ( ) - X

Section 3. To be completed by CalPERS

Date Received:
712712007

Processed by: Date Processed:

Comments:

This form must be completed for each ACES User who no longer needs access to
ACES or who has terminated employment from your agency. This form must be
RETAINED BY THE EMPLOYER IN A SECURE WORK SITE LOCATION for two years
following the request to delete ACES User access and be available to CalPERS upon
request. CalPERS is to be notified immediately in the event any of its sensitive or
confidential information is subjected to unauthorized disclosure, modification or
destruction. In lieu of submitting this form electronically, completed forms may also be

faxed to (916) 795-1523.

It you have any questions or need to change any information, contact us by e-mail
(aces@calpers.ca.gov) or by calling the Employer Contact Center at
888 CalPERS (or 888-225-7377).

PERS-AESD-42 (08/06)
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HEALTH/MEMBERSHIP FILE TRANSFER

Health/Membership File Transfer allows employers who enter health or
membership information into an internal system to send large data files to
CalPERS over the Internet for batch processing. If you currently send health
or membership data via hard copy, tape, and/or diskettes, you can send the
same files electronically using ACES. When the file is transmitted, ACES
performs validations for size and formatting. When the file has been
validated, the file transmitted will be stored for processing and a status
message will appear on the Get Status page. If the file fails validation, ACES
will not store it. However, the system will create a Load Error event describing

the failure.

Health/Membership File Transfer also allows you to request a status report
from CalPERS and receive it in your file retrieval area after the batch process
has been completed.

Health/Membership
File Transfer

Reports
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Transmit File

i .[I:IBHHHII'I [Serisss Helpd -

1 Log oun

_] Chamge Password ke thi bype of §16 ou e warsmiing. Than uss the Browss uion o &8s M
_'I PamaC pai eong Afler denlfying the e, click on the Transmil File e CaFERS Dution

] Usen dcconnt Mombesance

1 Pl it mal Type af il | Haeith/ Padramerk Enrolment - Enrolmant Transactian [+
I Iderived Formes
CD\\ 4 Healm e shij Fie Tronsier il 1w AT anbesamii -
=] Transm Fin
5], magurt _ Trasss it File To CalPERS

| Stitus
1 P Rugency Biling
__| Payrodl File Transfer

1. From the Health/Membership File Transfer folder on the Navigation Tree,
select Transmit File.

2. The Type of File box will automatically populate “Health/Membership
Enrollment — Enrollment Transactions” as the file type.

3. Click Browse to locate the file on your local directory. From the File
Upload dialog box, find the file and click Open. The file name appears in
the File to Transmit field.

4. Click Transmit File to CalPERS. The system displays a status page and a
tracking ID. A progress bar will indicate the status of the transmission.

Note: If the file failed ACES validation (for reasons such as file size and format),
a Load Error will appear on the Get Status page.
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Reports

The Health/Membership File Transfer function also allows you to request a status
report for a file that you have transmitted to ACES.

N CalPERS - ACES . Microsnft Iaternet Dxeplarer

i [Hizker Mbestnd] [Secresesss Hiadpd T *-'*-7.11' 0 pepuovs oo CalPERS

1 Lo due

L] cinemge Pazswand Dkt the repartyps and fian clizk on i Aoguast Rapon butan

] Pamtacipan rasing

jll Uges dccnunt Mambrszpcy Repart typee | Haeithy' Fedremest Enrodimert - Befch Procassng Summang =
Pais infamal

| lidderived Fors
1  Het M Aartser shi Fi Transses 4 :
] Trans File
\.j Reperis

| Stitus
1 P Rugency Biling
__| Payrodl File Transfer

= e

1. From the Health/Membership File Transfer folder on the Navigation Tree,
select Reports.
2. Select Report Type from the drop-down menu.
Health/Retirement Enrollment — Batch Processing Summary
Health/Retirement Enrollment — Periodic Extract
3. Click Request Report. The system displays a status page and a tracking ID
for the request on the Get Status screen.

Receiving Your Report

After your request is processed:
- The Summary Report is emailed to the agency
A notification that the file was sent is logged in the Get Status file
The reports are also accessible in Retrieve Files
The user must review the Detail Report in Retrieve Files for informational
messages and details of transactions
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PAYROLL FILE TRANSFER

Payroll File Transfer provides an online method to create and submit wage and
contribution data, identify and correct invalid records and view payroll file totals.
This process ensures CalPERS receives accurate payroll file information and
eliminates the need to mail payroll tapes or diskettes.
e Employers can create and retain multiple payroll files
e The Summary Report, Member and Employer Contributions form (PERS-
AESD-626) must be submitted to CalPERS
e The payroll file hard copy is not submitted; however, it must be available if
requested by CalPERS
e All payroll file errors must be corrected before CalPERS accepts the file
e Payroll files must be successfully verified or cancelled prior to submitting
another payroll file
e Balance due information indicated for a successfully verified payroll file
should match employer records

Payroll File
Transfer

Create .
Payroll View/Manage
File Errors

Cancel
Transmission
Transmit
File

File Format and Naming Standards

e Files must be in an acceptable text format (i.e., file extension .txt)
e The CalPERS Payroll Reporting System names the file “persfile.txt.” The file
name can be changed for internal retention by the employer.
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Payroll File Transfer Function

Payroll File Transfer has six functions:

Function: Purpose:

Allows users to create and transmit payroll files.

Create Payroll File Payroll files are retained for 12 months.

Transmit File Transmits payroll files to CalPERS.

Holds invalid payroll records until corrected and
retransmitted or the file is cancelled. Records can be
added or deleted. Files that are pending can be
retransmitted.

View/Manage Errors

Member and Employer Contribution Totals and a system-
generated Summary Report, Member and Employer
Contributions (AESD-626) are provided based on the
amounts transmitted, and the AESD-626 may be
viewed, printed, or electronically transmitted from here.
These reports are retained for 12 months.

View Totals

Cancels successfully transmitted payroll file prior to
Cancel Transmission 3:00 p.m. the same day. Cancels the transmission of a
file created in ACES without deleting the actual file.

Maintains file status detail and associated reports for a

History period of twelve (12) months

The screen below shows the Navigation Menu with the Payroll File Transfer folder
expanded. It shows the six functions of Payroll File Transfer: Create Payroll File,
Transmit File, View/Manage Errors, View Totals, Cancel Transmission, and History
icons.

2 hitps:fAwww.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

|2 S cha

[Help Menu] [Screen Help]

D Log Ot

D Change Password
D Change Organization
D Bulk Email Transmit File: Transmit Payroll files to CalPERS.

D Participamt Inqguiry

»ayroll File: Create Payroll File in ACES.

B u % - View Manage Errors: Wiew and correct invalid payroll records.
ser Accow
Maintenance View Totals: Reviess payroll totals for files successfully transmitted to
] Paris Imernal e CalPERS.
] Internet Forms syeura
B i o mrembershitis Cancel Transimission: Cancel the transmission of a CalPERE payrall file.
Transfer History: Monitor the event history of all payroll files transmitted.

] Status
1 Public Agency Billing
_4 Payroll File Transfer

“-[7] create Payroll File
[ Transmit File

----- [0 viewmManage Errors

more detailed information is available by clicking the Screen Help button while using a
particular application, or by clicking the Help Menu button.

----- 1] Vview Totals
D C_ancel Transmission Expanded
. S Payroll File
Transfer
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CREATE NEW PAYROLL FILE
OVERVIEW:

The ACES Create Payroll File feature is used to create and store payroll files in the
ACES environment. ACES users will have the ability to create a brand new payroll
file with no payroll data and key all member payroll information. After the payroll
data is keyed, the Payroll List will be available. This feature is also used to transmit
the payroll file.

1. Select the Payroll File Transfer folder in the Navigation Menu.
2. Select the Create Payroll File icon in the Navigation Menu.

3. Select the Add Payroll File button in the top right hand corner of the
Payroll File List page.

A https:f/ga.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

ommdnicati

[Help Menu] [Screen Help]
D Log Cut
[ change Password Create Payroll File: Create Payroll File in ACES.
[ Participant Inquiry ]
[7] user Account Transmit File: Trangrmit Payroll files to CalPERS.
Maintenance
] Internet Forms View/Manage Errors: Wiew and correct invalid payroll records.
= ?f;::t;‘lr.:’rlmnhelshlp ile View Totals: Feeview payroll totals for files successfully transmitted to
CalPERS
__| Status
1 Public Agency Billing Cancel Transmission: Cancel the transmission of a CalPERS payroll file.
Payroll File Transfer
"_J 5 History: Manitar the event histary of all payroll files fransmitted
I Create Payroll File e
Transmit File
ViewManage Errors hore detailed infarmation is available by clicking the Screen Help button while using a
particular application, or by clicking the Help Menu buttan
[0 View Totals
“[1] cancel Transmission
[0 History
1 Annual Employer
Statement
El Annual Member
Statement Employer )
Report | File List Add Payroll File

[E] Senvice Credit Purchase

Status D Change Password User 1D

% Earlic;:pant I:quiry Mo records found.

Matonance | FeM EmpriOMcUMt SwcPeriod FleType Userd  Acions

1 Internet Forms

1 HealthMembership File
Transfer

| Status

1 Public Agency Billing

_4 Payroll File Transfer

[ create Payroll File

[ Transmit File

1] ViewManage Errors
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4. Enter the valid service period:
¢ Month (2 digits)
e Year (4 digits)

e Type (select from drop-down list)

5. User will select, "I will create a brand new payroll file with no data."
NOTE: This file will contain no employer or detail information

6. Select Save.

2 hﬂps:ffqa.calpers.ca.gov alPERS - ACES - Microsoft Internet Explorer

om Ml nications

2o g E

[Help Menu] [Screen Help] iCrea.re Payroll File \
; I Fi / | save || File List
3 Log Om -

D Change Password
[ Participant Inquiry
D ;Sa?;{:ﬁ:ﬁggt Please specify the following payroll data you want to use for this new service period:
1 Internet Forms

] Health/Membership File O Use a payroll file | selected from History with Tracking 1d:|21179238

e ;::Issfer (& Iwill create a brand new payroll file with no data,

Service Period: |06 2007 || B-MONTHLY v|

1 Public Agency Billing

7. From the Payroll File List page, select Employer List next to the new payroll file
that has been created. See Payroll File List in this section for more information.

3 https: h"qa calpers ca. guv CalPERS - ACES - Microsoft Internet Explnrer

[Help Menu] [Screen Help]

lcrease Paprolt Fite

Add Payroll File

D Log Ourt
D Change Password User ID:
[ Participant Inquiry 7
e [ Tiaaia it k|
Matenance SvePeriod fileType. Userld
] Internet Forms 07-2007-0  Mormal  CABBOTT Employer List
"] HealthMembership File u 5649/000/000  06-2007-0  MNormal  CABBOTT Emplover List Report Transmitted
' Transfer 1af1
132
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8. Select Add Employer from the Payroll Employer List page.

| https Hqa. calpers ca. guv CalPERS - ACES - Microsoft Internet Explurer

Communications hangs system

[Help Menu] [Screen Help] Cmﬂm Pﬂvmfs' File

Add Emplayer ] File List |

‘ Payroll File ID: 454 Service Period: 07-2007-0 Payroll Type: Marmal
Mo records found.

D Log Ot
D Change Password
[ Particinan iy

3 https ﬂqa calpers ca. gnv CalPERS - ACES - Microsoft Internet Explorer [._HE”

“xchangs System

[Help Menu] [Screen Helpl Cmm’e Pava File

Save |

EmployerList |

[ Log ot
D Change Password

[ Participant Inquiry
mployer Code: |1121
[ user Account 10 oy -
Maintenance Office Code: DDD

Payroll File ID; 454 Service Period; 07-2 Payroll Type: Marmal

_| Internet Forms
._I . Service Period: n m
__| HealthiMembership File
Transfer Unit Gode:
| Status
s Payroff Type: |MNormal %
__1 Public Agency Billing . L

_j Payroll File Transfer
----- [ create Pavroll File

9.  Enter a valid 4-digit Employer Code.

10. Enter Office Code, if applicable. If office code is not used, leave the default
office code 000.

11. Service Period is shown based on what was entered when Add Payroll File
was selected on the Payroll File List page. The service period can be changed
on this page, if necessary.

12.  Enter Unit Code, if applicable. If unit code is not used, leave the default unit
code 000. If more than one unit code is used, the user will be able to enter the
unit code on the payroll record for the individual member.

13. The Payroll Type defaults to Normal. Select from the drop-down list: Special if
submitting a special payroll. Please note: “Special” payrolls cannot be
converted later.

14. Select Save

NOTE: See Payroll Employer List in this section for more information.
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15. Select Detail List under the Actions column. This gives the user the ability to
add, modify, and/or delete the appropriate member information. This includes
adding more than one payroll record for a member.

] https:/fqa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

Lo mmUnications txchangs

[Help Menu] [Screen Help] \Create Payroll File

Add Employer l File List |
Service Period: 07-2007-0 Payroll Type: Mormal

1121/000/000 Sacramento 07-2007-0 Detail List

D Log Ot
D Change Password
[ Participant Inquiry

3] user Account
Maintenance
| Internet Forms 10f1

__| HealthMembership File

Payroll File ID: 454

16. Select Add Employee from the Payroll Detail List page. This gives the user the
ability to add the appropriate new member payroll information. See Payroll
Detail List in this section for more information.

2 https: .h'qa calpers ca. g,cw CalPERS - ACES - Microsoft Internet Explg

[Help Menu] [Screen Help] |C‘.fm.r£ Payrall File

Add Employes l Employer List

[ Log ot
[ change Password
[ Participant Inquiry
[ user Account No records found.

) Maintenance Detail List Searcli: | v|| |[ Display Al ]
__|Internet Forms

HeatnMembership Fie IR R [ [ I e S I

Transfer

Payroll File ID: 454 Service Period: 07-2007-0 Payroll Type: Mormal
EmployeriOffice Code: 1121/000 Sacramento Unit Code: 000

17. Enter the Social Security Number of the member.

18. Select Get Data.

2l https:/iqa.calpers.ca.gov - CalPERS - ACFES - Microsoft Internet Explorer
Lo m mlnications txchangs
¥ §5d bkl DYt ers

Detail List

Payroll File ID:; 454 Service Period: 07-2007-0 Payroll Type: Mormal

Change Passwori
£ 2 Employer/Office Code: cramento Unit Code: 000

[ Participant Inquiry
User Account N

. Maintenance Social Security Number: || |-|:|_| |[ GetData J [Clear]

1 Internet Forms

__1 HealthMembership File
Transfer

1 Status
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The system verifies that the member has an active appointment with the agency.
When validation is successful, the user will be directed to the Add New Payroll
Employee page. If validation of CalPERS membership fails, CalPERS membership
must be submitted before proceeding.

19. The user will need to complete all the payroll detail fields that have not been pre-
populated. The member name, SSN, unit code, and coverage group automatically
default to what the CalPERS database reflects. The service period shows the
current service period. With the exception of the SSN and Coverage Group, all the
mentioned fields can be modified if needed.

20. Once all payroll data is entered, select Calculate to calculate contributions.

[Help Menu] [Screen Help]

A Detail List I
% Logiont Payroll File ID: 454 Service Period: 07-2007-0 Payroll Type: MNarmal
Cl P 1
NG SN Employer/Office Code: 1121/000 Sacramenta Unit Code: 000

D Participant Inquiry
D User Account Maintenance Calculations Applied !
__lInternet Forms
1 Healthembership File Last Narme: |W|LSON 7| First fnitial: |V Niddle Initial !-J

% lianster Social Security Number: [123 145 L[| XXXX
__| Status e
1 Public Agency Billing Service Period: Il’i 2007 |

__4 Payroll File Transfer Service Period Type: | O-bADMTHLY -

[ create PavroliFile Employer Code: |_11_2_1__|

= D Transmit File N —
; Unit Code: (000 |
£ D View Manage Errors | B )

[ view Totals Coverage Group: |_7%|
i D Cancel Transmission Pay Code: | 01-bADOMNTHLY PA~Y RATE -
{1 History Pay Rate: §1000.00
___1 Anmual Employer Statement Member Earnings: $§1 000.00
E Annual Member Statement A —
Employer Report Work Schedule Code: [173 |
[E] service Credit Purchase 2 - [0.0700
Status Contribution Rate: |0. j

fdernber Normal Contribution Code: | 0-MORMAL CURRENT CONMTRIBUTIONES & |

Contribertion Amount: §{60.67 i
Tax Deferred Contribution Code: | 00-MO TAx DEFERRED MEMBEER COMTRIE |

Contribution Ammount $|JJ oo |

|
Survivor Contribution Amount: §0.00

Exciusion Amount § |133.33 |

Calculate

21. Once information is populated, select Save. User has the option to select Clear to
clear the fields and start over entering the data.

If the user needs to add a payroll detail record for an established member on

the payroll file, see Add Payroll Detail Record in this section. Please note: If the
user selects Add New Payroll Employee and the SSN is already on the payroll file,
the user will receive an error message stating the SSN has already been established.
The user would need to utilize Add Record link for the associated member.

If the user needs to modify or delete a member payroll detail record, see Edit Payroll
Detail Record in this section.
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22. When the payroll file is ready to be transmitted, select Employer List in the top
right-hand corner from the Payroll Detail List page.

23. Select File List in the top-right hand corner from the Payroll Employer List page.

[Help Menu] [Screen Help] iCrem Payrodl File

Add Employee I Employer List

D Log Out
D Change Password
[ Participant Inquiry

Payroll File ID: 454 Senvice Period: 07-2007-0 Payroll Type: MNormal
Employer/Office Code: 1121/000 Sacramento Unit Code: 000

[Help Menu] [Screen Help] Create Payroll File

Add Employer
Payroll File ID: 454 Service Period: 07-2007-0 Payroll Type: tormal

File List |

[ Log Ot
D Change Password

[ Participant Inquiry

D User Account Malitenance
__1Internet Forms

"1 Health/Membership File | 10of1

24. From the Payroll File List page, the user has the ability to select Report to view
and print the Payroll Listing. The user can also select Transmit to transmit the
ACES-created payroll file.

ki 11217000000 Sacramento

Dretail List

NOTE: A successfully verified payroll file transmission can be cancelled prior to
3:00 pm the same business day submitted. The user will then have the ability to
make modifications to the created payroll file.

G | https:fiqa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

e

[Help Menu] [Screen Help]

D Log Ot

D Change Password User ID:
[ Participant nquiry
[7) user Account Maintenance _—
=il SvePeriod FleType  Userld : !
X o 1121/000/000  07-2007-0  Mormal  CABBOTT Employer List Report  Transmit
— :'f;:‘;}:‘:e"“’e's"“’ Fite S649/000/000  0F-2007-0  Mormal GABBOTT Emplover List Report Tran=miti=d
| Status 10f1
1 Public Agency Billing
_:j Payroll File Transfer

.
i
I

(]
=
(]

----- [ Transmit File

----- D View/Manage Errors
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CREATE NEW PAYROLL FILE WITH TRACKING ID FROM HISTORY
OVERVIEW:

The ACES Create Payroll File page is used to create and store payroll database files
in the ACES environment. ACES users will have the ability to generate a new
payroll file using a Tracking ID from a historical, successful, normal ACES payroll
file. Special payroll files can’t be converted.

NOTE: A file that has been picked up by CalPERS at 3:00 p.m. is ready to be used to
convert into a new file.

1. Select the Payroll File Transfer folder in the Navigation Menu.

2. Select the Create Payroll File icon in the Navigation Menu, or the link on the
right.

3. Select the Add Payroll File button in the top right hand corner of the
Payroll File List page.

] https:f/qa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

[ M J Comminications

change system

D Log Cut
[7] change Password

Create Payroll File: Create Payroll File in ACES.
[0 Participant Inquiry

D User Account Transphit File: Transmit Payroll files to CalPERS.
Maintenance

| Internet Forms VieyfManage Errors: Wiew and correctinvalid payroll records.

- ?f;::tsl'}::frlemherslup file Vifw Totals: Review payroll totals far files successfully transmitted to

o CalPERE

__| Status

| Public Agency Billing Cancel Transmission: Cancel the transmission of a CalPERS payroll file.
Payroll File Transfer

_’J il Histony: Monitar the event histary of all payrall files transmitted.

Create Payroll File
Transmit File

more detailed information is available by clicking the Screen Help button while using a

ViewManage Error particular application, or by clicking the Help Menu buttan.

iew Totals

https://qa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer
| o mim i nication hange System

[Help Menu] [Screen Help] |

D Log Out

B symnus Faressny Useri:[Seft ]
[ Participant inquiry Na records found.
[ user Account

Matenance | M EWTOMCUN SwcPerod FleType UserW  Actons
1 Internet Forms

1 HealthMembership File
Transfer

| Status

1 Public Agency Billing

_ Payroll File Transfer
[ create Payroll File
[ Transmit File
[ viewManage Errors
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4. Enter the valid service period:

¢ Month (2 digits)
e Year (4 digits)
e Type (select from drop-down list)

5. The radio button will be default-selected to “Use a payroll file I selected from
History with Tracking ID: XXXXXXXX.”

2 hitps:figa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explor

ARGe AN ication: Bnge System

[Help Menu] [Screen Help]

3 Log Ot
7] change Password
[ Participant Inquiry
D User Account Maintenance
| Internet Forms

| HealthMembership File
Transfer @ Use a payrall file | selected from Histary with Tracking 1d:|21180028

] Status (O Iwill create a brand new payroll file with no data.
__1 Public Agency Billing

Service Period: [07 [ {2007 || 0-MONTHLY v

Please specify the following payroll data you want to use for this new service period:

6. The Tracking ID is populated from the agency’s last successful normal payroll
tile submission or the user can enter a valid Tracking ID from ACES Payroll File
Transfer History.

7. Select Save. The user’s payroll file will now be in pending status and within 5 to
30 minutes following the request to use the previous Payroll File information, the
user should receive an email confirming the completion of the data transfer.

[Help Menu] [Screen Help]

[ add Payrall File

D Log Ot

] change Password User ID:

[ participant Inquiry Your Payroll File 1d 456 is in pending status.

D User Account Maimtenance You will be notified via email shortly when the conversion is completed.

1Internet Forms _

] HealthMembership File 456 07-2007-0  Mormal  CABBOTT Pending
_ILZ::?;” 454 1121/000/000  07-2007-0  Normal  CABBOTT Employer List Report  Tiansmit
=1 Public Agency Billing 342 564950005000 06-2007-0 Mormal CABBOTT Employer List Report Transmitted
_;j Payroll File Transfer Teurd

Once the user has received the email confirming that the payroll file conversion
has been processed, the user can:

e Access ACES and select Create Payroll File.
e Verify that the data that is displayed in the Payroll File List page is
accurate for the Payroll File record the user requested.
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8. From the Payroll File List page, select Employer List next to the new payroll file
that has been created. See Payroll File List in this section for more information.

a2 https:/iga.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

D Log Owt
7] change Password

[ Participant Inquiry

D User Account Malitenance
| Internet Forms

| HealthMembership File

0831/000/000  07-2007-0  Normal  CABBOTT Employer List Report  Transmit

Transfer 454 1121/000/000  07-2007-0  MNormal  CABBOTT Employer List Report  Transimit
] Status 342 5649/000/000  06-2007-0  MNormal  CABBOTT Employer List Report Transmitted
__1 Public Agency Billing 10f1

_i Payroll File Transfer

9. Verify that the employer information transferred accurately. See Payroll
Employer List in this section for more information.

10. Select Detail List under the Actions column. This gives the user the ability to

add, modify, and/or delete the appropriate member payroll information. This
includes adding more than one payroll record for a member.

NOTE: Prior payroll records for any adjustments will not be converted.

2 https://qa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help] iCrem‘e Payrofl File

Add Employer I File List |
] Log Out Payroll File ID: 456 Service Period: 07-2007-0 Payroll Type: Narmal
D Change Password
[0 Participant Inquiry
7] user Account Maintenance

= A 0831/000/000 Scotts Valley FPD 07-2007-0 Detail List
__| Internet Forms
__1 HealthMember ship File et
Transfer
| Status

1 Public Agency Billing
_{ Payroll File Transfer

‘[0 create Payroll File
[ Transmit File

----- l—'] View/Manage Errors
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11. Select Add Employee from the Payroll Detail List page. This gives the user the
ability to add the appropriate new member payroll information. See Payroll
Detail List in this section for more information.

12. If the user needs to add a payroll detail record for an established member on the
payroll file, see Add Payroll Detail Record in this section for further details.

Note: If the user selects Add New Payroll Employee and the SSN is already on
the payroll file, the user will receive an error message stating the SSN has already
been established. The user would need to utilize Add Record link for the
associated member.

If the user needs to modify or delete a member payroll detail record, see Edit
Payroll Detail Record in this section for further details.

13. When the payroll file is ready to be transmitted, select Employer List in the top
right-hand corner from the Payroll Detail List page.

[Help Menu] [Screen Help] |Crenze Payroll File |
Y ) ist Add Employee 1 Emplayer List ||
Pawroll File 1ID: 436 Service Period: 10-2007-0 Payroll Tvpe: Mormal

|D Log Ot

CI P. 1
iD 1a|_1g|_e asswc!r( Employer/Office Code: 0207/000 Palo VYerde Cemetery District Unit Code: 000
|D Participant Inguiry
|D User Account Detail List Search/Update: | B || | [ Display All ] Jpdate
Bt Record Nbr. _ LastName  FI SendcePeriod  CovGrp | Actions
|5 ntornet Farms | ssn "o MNCC ! TDeC: |
=] Health Membership File 1 XXXX O MITLL R 10-3002-0 7o001 0o 11 Add Record
| Transfer s 2 XXXX JOMES R 10-2007-0 70001 oo 11 Add Record
_| Status B XXXX APPLE L 10-2007-0 70001 on 11 Add Record
|~ Public Agency Billing 4 XXXX_WILSOM J 10-2007-0 70001 oo 11 AddRecerd[ 4 5
| & XXXX  ADAMS J 10-2007-0 70001 oo 11 Add Record
__j Pawroll File Transfer
----- {7 Create Payroll File - At
otes:
----- {1 Transmit File S A i
[ viewManage Errors ** Member Mormal Cortribution Code
..... [ View Totals 4% Tax Deferred Cortribution Code

14. Select File List in the top-right hand corner from the Payroll Employer List page.

[Help Menu] [Screen Help] :-{”,-m:e Payroll File

add Employer l File List |

|D Log Out Payroll File ID: 436 Senvice Period: 10-2007-0 Payroll Type: Normal
|D Change Password

S ____
| user Account

Maintenance 0807/000/000 Palo Yerde Cemetery District 10-2007-0 Detail List

__|Internet Forms 101
|__| Health/Membership File
I Transfer

|__| Status

!_l Public Agency Billing

| _j Payroll File Transfer

----- [ Create Payroll File
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15. From the Payroll File List page, the user has the ability to select Report to view
and print the Payroll Listing. The user can also select Transmit to transmit the
created payroll file via ACES.

Al https://qa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

) Log Owt

D Chal_lg_e Passwc!rtl User ID:

D Participant Inquiry

ot RCComn WANEINCS oy pprtOncUM SvePeriod FieTye  User

__| Internet Forms

x i 456 0831/000/000  07-2007-0  Mormal  CABBOTT Employer List Report  Transiit
! ?fg:';:‘:&"“’ers""’ il 454 1121/000/000  07-2007-0 Normal CABBOTT EmploverList Report Transmit
] Status 342 5649/000/000  06-2007-0  Mormal CABBOTT Employer List Report Transmitted
__| Public Agency Billing 1 0of1

_;j Payroll File Transfer

----- 1 Create Payroll File
----- 3] Transmit File

----- D View/Manage Errors
----- D View Totals

1 Annual Employer Statement

[E] Annual Member Statement
Employer Report

B service Credit Purchase
Status

NOTE: A successfully verified payroll file transmission can be cancelled prior to
3:00 pm the same business day submitted. The user will then have the ability to
make modifications to the created payroll file.
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PAYROLL FILE LIST
OVERVIEW:

The ACES Payroll File List page is where users enter payroll information to create a
payroll file. Users will also be able to select various highlighted links/functions,
such as File Id, Employer List, Report and Transmit. File Id provides service
period, payroll file information, status and the ability to delete a payroll file.
Employer List provides Employer and Employee payroll data. Report is the Payroll
Listing, and Transmit will be utilized to transmit the payroll file.

1. Columns shown on page:

o Fileld

o Employer Code/Office Code/Unit Code
o Service period

o File Type

e Userld

e Actions

[Help Menu] [Screen Help]

[ Log Out
D Change Password

[ Participant Inquiry

[3] User Account Maintenance
| Internet Forms

| HealthMembership File
Transfer

06-2007-0  Mormal  CABBOTT Emplover List

1121/0007000  06-2007-0  Mormal  CABBOTT Emplover List Report  Transinit

| Status 362 1390/000/000  06-2007-0 Mormal CABBOTT Employver List Report Transmit
] Public Agency Billing 246 1121/000/000  0B6-2007-0  Marmal  CABBOTT Employer List Report  Transinit
_;J Payroll File Transfer 344 A014/010/000  06-2007-0 Mormal CABBOTT Employver List Report  Transmit
[ create PayrollFile 342 5640/000/000  06-2007-0 Mormal CABBOTT Emplover List Report Transmitisd
[ Transmit File 1o
-] viewManage Errors h
[ View Totals
‘1] cancel Transmission
----- [ History =
@ é o Internet

142 ACES User Guide



PAYROLL FILE TRANSFER

PAYROLL FILE INFO
OVERVIEW:

The ACES Payroll File Info page shows the ACES user details of the File Id selected.
This page is for view only or to delete the payroll file.

1. From the Payroll File List page select the appropriate File Id.

2. The Payroll File Info page shows the Service Period, Payroll File Info and Status
of the created payroll file.

3. The user has the ability to delete the payroll file by selecting Delete in the
right hand corner of the page only if the payroll status does not show
“Conversion Pending”, “Transmitted”, or "Processed".

A https:/fga.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help] iCreate Payrall File

: 1 | Add Payroll File
[ Participant Inqui
[ user Account
Maintenance EmplriOficUnit Sve Period. File Type  Userld

| Internet Forms 06-2007-0  Mormal  CABBOTT Employer List

[ Log Ot

__| HealthMembership File 10f1
Transfer

] Statug ——
1 Publig A https://ga.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer |._||E
JS‘W b allH Mirte CRL O MMM nications txchang2 System

..... el e T ) iR oy e

D Tr gt Sl erd Jud

D Vi [Help Menu] [Screen Help]

[Deite ]

D Log Ot

D Change Password

[ Participant Inquiry

[ user Account Mainten

| Internet Forms

1 HealthMembership File
Transfer

| Status

__1 Public Agency Billing

_4 Payroll File Transfer

Service Period: 08-2007-0
Payroll File Info: Payroll File to be entered manually.
Status: MNew - Wiew Only

----- 3] Transmit File

----- [ viewManage Errors
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Payroll File Info shows information to the user on how the payroll file was created,
the payroll file can be created manually or it can be selected from a previous
successful normal payroll file tracking ID. Below are the messages a user would see:

Payroll File to be entered manually (User wants to create brand new file)
Payroll File created from Tracking Id: xxxxxxxx (User selects a Tracking Id of
a successful payroll file that was processed from History.)

Payroll File transmitted with Tracking ID: xxxxxxxx (The payroll file has
been transmitted and assigned a Tracking Id.)

Status shows if the file is New or Processed. Below are the messages a user would

see:

144

New-View Only (The payroll file that is created is open for payroll edits.
This payroll file has not been transmitted.)

Conversion Pending (User requested to create a payroll file for a new service
period using a previously "Processed" payroll file.)

Transmitted (Payroll File has been successfully transmitted, but not yet
picked up by CalPERS.)

Processed (The payroll file has been successfully transmitted, validated, and
picked up by CalPERS to be processed.)
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PAYROLL EMPLOYER LIST

OVERVIEW:

The Payroll Employer List page is where users enter the employer payroll data. The
highlighted links under columns will also allow users to view/edit employer
information.

1. Columns shown on page:

e View/Edit

o Employer/Office Code/Unit Code
e Service Period

e Actions

[Help Menu] [Screen Help]  |(Cieale Payrall File

Add Employer l File List l

re: Mormal

3 Log 0wt

Service rlod 06-2007-0
D Change Password

=Bl i | ViewEdt  EwployerOfficeUntCode  ServicePeriod
D User Account Maintenance 1 RO PEE
___| Internet Forms

__] HealthMembership File 1 0f1
Transfer

| Status
__| Public Agency Billing
_'j Payroll File Transfer
----- “.[]] create Payroll File
----- “[3) Transmit File
----- D View/Manage Errors
----- [ view Totals
----- .-[1] cancel Transmission

Payroll File ID: 34

08-2007-0 Detail List

__1 Annual Emplover Statement

E] Annual Member Statemernt
Employer Report

[E] service Credit Purchase
Status

-
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ADD PAYROLL EMPLOYER
OVERVIEW:

The Payroll Employer List page is used to create and store payroll database files in
the ACES environment for one or more employers.

1. Select Add Employer from the Payroll Employer List page.

= https:ffqa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

g M nic | tion

Payroll File ID: 342 Senvice Period: 06-2007-0 Payroll Type: Marmal

342 Senvice Period: 06-2007-0 Payroll Type: Marmal
D Change Password

[ Participant Inquiry

Employer Code:
] user Account i ’:’ 3
Maintenance Office Codfer (000 |
_1 Internet Forms
- Service Period: @_ 2007 |

__1 HealthMembership File
Transfer Unit Code: |_D ao

| Status T |
T 3 i Payrolf Type: | Mormal v
___| Public Agency Billing }
_ A Payroll File Transfer
LA rrasta Daarall Fila

2. Enter a valid 4-digit employer code.

3. Enter office code, if applicable. If office code is not used, leave the default
office code 000.

4. Service period is shown based on what was entered when Add Payroll File is
selected on the Payroll File List page. The service period can be changed on this
page, if applicable.

5. Enter unit code, if applicable. If unit code is not used, leave the default unit code
000. If more than one unit code is used, the user will be able to enter the unit

code on the payroll record for the individual member.

6. The Payroll Type defaults to Normal. Select from the drop-down list: Special if
submitting a special payroll. Note: “Special” payrolls cannot be converted later.

7. Select Save.
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EDIT PAYROLL EMPLOYER

OVERVIEW:

The Payroll Employer List page is used to create and store payroll database files in
the ACES environment for one or more employers. On the Edit Payroll Employer
page, the user has the ability to modify previously entered data or delete the
employer and associated information from the Payroll Employer List.

1. Select View/Edit number from the Payroll Employer List page.
2. User has the ability to modify applicable fields; the information shown was
entered via the Add Payroll Employer page. If changes have been made, select

Save.

<3 https://qa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

bto mim i nic a tion s

&dd Employer lFiIe List |
Payroll Type: MNarmal

Payroll File ID: 346 Service Period: 06-2007-0

D Change Password
oy | coploerofcoUnmCode  SevcePerod  Actions
[ User Account —
Maintenance il 11211000000 Sacramento 06-2007-0 Detail List
] Internet Forms 2 1161/000/000 Folsom 06-2007-0 Detail List

] https:ffqa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

Payroll File ID: 346 Service Period: 06-2007-0 Payroll Type\Hormal

] Log Out
D Change Password
[ Participant Inquiry

Employer Code: |[1161
[5] User Account Maintenance iy

1 Internet Forms Office Code: @

| HealthMembership File Service Period: _ 2007 _EI
Transfer
| Status Uinit Code: 2

__1 Public Agency Billing Payroif Type: | Mormal
_;j Payroll File Transfer
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Delete Payroll Employer Information

1. If the employer information needs to be deleted, select Delete in the right hand
corner.

2. Select OK.

[Help Menu] [Screen Help] |Create Payroll File

1 Log Out Payroll File ID: 345 Service Period: 05-2007-0 avroll Type: Morrrial
D Change Password
[ Participant Inquiry
Employer Code: |1161
[ User Account i
Maintenance Office Code:
1 Internet Forms
1 HealthMembership File 1
Transfer
__| Status
L1 Public Agency Billing ? &re you sure you wank ko delete?
_4Payroll File Transfer

Ok, J[ Cancel ]

----- D View/Manage Errors :
[0 view Totals \'/\

3. User will return to the Payroll Employer List page and the employer payroll
information that was deleted will not be shown.

[Help Menu] [Screen Help] |Creaie Payrall Fike

Add Employer || File List |

[ Log ot
[ change Password
ek iy | SenvicePeriod  Actions
[ user Account

Maintenance

| nternet Forms 1 0f1

| HealthMembership File
Transfer

__| Status

1 Public Agency Billing

_ A4 Payroll File Transfer

Payroll File ID; 346 Service Period; 06-2007-0 Payroll Type: Marmal
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PAYROLL DETAIL LIST

OVERVIEW:

The Payroll Detail List page is used to create and store payroll detail records in the
ACES environment for one or more members.

1. Select Detail List next to the appropriate Payroll File record from the Payroll
Employer List page. This gives the user the ability to add, modify, and/or delete
the appropriate member payroll information. This includes adding more than
one payroll record for a member.

bomminications Exchangs System

1 e 2 P

[Help Menu] [Screen Help] iﬁ'i&'ﬂ-fe? FPayroil File

|D Log Ot

|D Change Password

|

[ Participant Inquiry

||:'] User Account
Maintenance

__| Internet Forms 1 0f1

__| HealthMembership File
Transfer

Payroll File ID: 436 Service Perfod: 10-2007-0 e: Normal

3 0807/000/000 Palo Yerde Cemetery District 10-2007-0 Detail List

Add Employee l Employer List }

i% Log O Payroll Type: Mormal
Change Password
| LI ! Emplo etery District Unit Code: 000
2] Participant Inquy
Detail LT |m Display All J IUpdate
= internet Form Record Nbr. I__--
HealthMemben 1 10-2007-0 Fooo1 Add Record
— Transf.er 2 XXXX  JOMES 10-2007-0 T0001 oo 11 Add Record
) Status 3 XXxx_&PPLE /(L 10-2007-0 70001 0o 1 Add Record
] Public Agency Billing S XXXX WILSON( 4 \J 10-2007-0 Fooo1 oo 11 Add Record
= 5 XXXX  ADAMS \ /.J 10-2007-0 TO001 oo L] Add Record
_ 4 Payroll File Transfer
..[7] Create Payroll File - el
: et otes:
D Transmit File R e
~{) viewManage Errors '* Member Mormal Cortribution Code
L7 view Totals “4* Tax Deferred Contribution Code

2. Record Number gives the user the ability to view and/or edit the member
payroll information.

3. SSN is the last 4 digits for the member that is on the payroll file.

4. Last Name and First Initial is the information for the member on the payroll
detail record.

5. Service Period is what is identified for the member on the payroll detail record.
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6. Coverage Group is what is identified for the member on the payroll detail record.

7. Member Normal Contribution Code (MNCC) and Tax Deferred Contribution
Code (TDCC) is what is identified for the member on the payroll detail record.

8. From the Payroll Detail List page, the user can select the Add Employee button
to enter a new member record to the payroll file.

9. The Add Record link enables the user to include additional payroll records for
the individual member.

NOTE: If payroll adjustments are made with member contribution codes 02, 03,
05 and/or 07 and tax-deferred member contribution codes 12, 13 and/or 15,
these adjustment payroll records will be removed from the payroll file if selected
to create a file for a future service period.

|2

ormm Unications

Exchangsa Sy

1wl S TR AT atl:?_'_ )
- Nemn MECLIONS

. [Help Menu] [Screen Help] %7

| Add Employeg Employer List

% Log O Payroll File ID: Service Period: 10-2 Payry ormal
Change Password

| g ! Employer/Office Code: 0507/000 Palo Verde Cemetery D

[ Participant Inquiry )

D User Account Detail List SearchUpdate: | | m

Maintenance
|1 Internet Forms

I i Fi 10-2007-0 T-'DDD'I A(I(I Record
1 ?f::t;lr::emhershm File R T
__| Status XXXX APPLE

& = 10-2007-0 Fooo1 oo 11 Add Record B
I . 10-2007-0 Fooo1 oo 11 Add Record
10-2007-0 Fooo1 oo 11 Add Record
~4 Payroll File Transfer 10-2007-0 Fooo1 oo 11 Add Record 9

|1 Public Agency Billing XXX MILEGH
..[7] Create Payroll File el

XXXX  ADAMS
~{7] Transmit File " SEN Last 4 digits
~{) viewManage Errors '* Member Mormal Cortribution Code
L7 view Totals “4* Tax Deferred Contribution Code

XXXX  SMITH

Jon |4l | —‘I

|Motes:

Performing Multiple Service Period Updates for Detail Records

The user has the ability to update all detail records within a specific Employer File if
the Payroll File Service Period is changed. The only Payroll records that will be
updated are those that correspond with Contribution Codes: 01, 04, 06, 11, 14 and 16.

1. Select the "Detail List Search/Update" drop-down arrow.

2. Select Service Period.

3. Select Update located next to "Display AllL"

4. ACES will display a message: "Are you sure you want to update? This applies to
all records with MNCC = 01, 04, 06 and/or TDCC =11, 14, 16."

5. Select OK.

6. ACES will display a message stating "UPDATE COMPLETED" at the top of the
page.
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Performing a Detail List Search

1. The user has the ability to do a search on the detail list by either SSN or Last
name. Once the selection is made from the drop-down list, the user can enter the
complete SSN or only the last 4 digits or the ACES user can enter the last name of

the member.

[Help Menu] [Screen Help]

[ Log owe
|D Change Password
|D Participant Inquiry

|D User Account
Maintenance

1 Internet Forms

_1 HealthiiMembership File

Transfer

__| Status

__1 Public Agency Billing

_J Payroll File Transfer

----- +-[ Create Payroll File
[ Transmit File
D View Manage Errors

----- 0] view Totals

----- D Cancel Transmission

1 Annual Employer
Statement

Bl Annual Member Statemen
Employer Report

!(“ma.zp Payrolf File

Payroll File ID: 436
Employer /Office Code: 02075000 Falo Verde Cemebs

Dretail List Search/Update: |

: 10-2007-0
District

Add Ermployes l Emplayer List |

Payroll Tvpe: Mormal
Unit Code: 000

Update

Add Record

Add Record

v||JONES | [ Display All ]
Record Nbr SEN
A XXXX SMITH 7-0 Fooo1 o
2 XXXX JOMES  |Sorvice Period 7-0 70001 oo\ 11
B XXXX APFPLE 10-2007-0 Fooo1 oo \ 11
4 XXXX WWILS oM il 10-2007-0 70001 oo \
5 XXXX ADAMS il 10-2007-0 o001 oo

it

rMotes:

' SSH Last 4 digits
** Member Mormal Cortribution Code
** Tax Deferred Cortribution Code

Add Record

B

C

2. Select Go.

3. ACES will show only the records that match the search criteria.

2] Log Om

|D Change Password
iD Participant Inquiry
|D User Account
Maintenance

__| Internet Forms

__| HealthMember ship File
Transfer

__| Status
| Public Agency Billing
_J Payroll File Transfer

[Help Menu] [Screen Help]

[Create Payroll Fite

Payroll File ID: 436

Detail List SearchUpdate: |

10-2007-0

pommlnicat

7_r o

tions

Service Period: 10-2007-0
Employer/Office Code: 0807/000 Palo Verde Cemetery District

v |[JomEs

|[Go(

DisplayAll | Undaie

XXXX JOMNES

70001

Add Record

Motes:

----- [ create Payroll File

' SSH Last 4 digits
** Member Normal Contribution Code
** Tax Deferred Contribution Code

1 0f1

4. 1If the ACES user wants to see all records for the payroll file, select Display AlL
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Add New Payroll Employee
OVERVIEW:

The Payroll Detail List page is used to create and store payroll detail records in the
ACES environment for one or more members. The Add New Payroll Employee
page lets the ACES user enter new employee payroll information. The member's
Social Security number (SSN) is validated as active for the appropriate employer. If
the member does not have an active membership appointment, the ACES user must
enter the membership through Internet Forms or fax in the AESD-1 to CalPERS and
wait one day for the transaction to be updated. Once the membership is updated,
the ACES user can utilize the Add New Payroll Employee page and continue the
process.

1. Select Add Employee from the Payroll Detail List page. This gives the user the
ability to add the appropriate new member payroll information.

2. Enter the SSN of the member.

3. Select Get Data.

a.gov - CalPERS - ACES - Microsoft Internet Explorer

o m Ml nications Es

Add Employes l Employer List I

D Log Chrt

[71 change Password
[ Participant Inquiry
[F] User Account Maintenance |

' Payroll File ID: 342 Semvice Period: 06-2007-0 Payroll Type: Mormal
Employer/Office Code: 5649/000 CalPERS Unit Code: 000

No records found.

[ Detail List |

ice Period: 06-2007-0 Paytoll Type: Harmal

[ Log ot

[ change Password

[ participant Inquiry

[7] user Account Maintenance ' \

] nternet Forms Social Security Number: | |-|:|-| | [ Get Data ] [CIearJ

__| HealthMembership File
Transfer

| Status

1 Public Agency Billing

_A Payroll File Transfer

! A rreaata Daurall Cila

Payroll File ID: 342
Employer/Office Code: 5645/ s \EF5 Unit Code: 000

Note: If the SSN is already on the payroll file, the user will receive an error
message stating the SSN has already been established.
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4. The SSN entered gets validated with the appointment information on the
CalPERS database. The user will be directed to the Add New Payroll Employee

page.

5. The user can complete all the payroll detail fields that have not been pre-
populated. The member name, SSN, unit code, and coverage group
automatically default to what the CalPERS database reflects. The service period
shows the current service period. With the exception of the SSN and Coverage
Group, all the mentioned fields can be modified if needed

6. Once all payroll data is entered (up to the Contribution Code), select Calculate to
calculate contributions.

7. Once information is populated, select Save. The user has the option to select
Clear to clear the fields and start over entering the data.

B

Exchangs System

I [Help Menu] [Screen Help]  Creets Payrali File

Clear || Save || Detail List |

:E Log Out Payroll File ID: 436 Senvice Period: 10-2007-0 Payro\Iype: Normal
] Change Password
I U ! Employer Office Code: 0807/000 Palo Verde Cemetery District Unit : oo
D Participant Inquiry |
D User Account ) )
Maintenance / LastName: | SMITH First initial: IEI 7 tialk: I:I
|| Internet Forms | P v B vl
-_I i s Sacial Security Number: |£|.| 45 !_l XXXX ‘
__| HealthMembership File e
Transfer Service Period: IEHEDD?
:—I Status Service Period Type: | O-FOMNTHLY V|
|__1 Public Agency Billing
yer Coder (0807
| _JPayroII File Transfer Employer Gode. ;I
D Create Payroll File Uit Code: |UUU |
[ Transmit File Coverage Group: [T0001 |
[ ViewManage Errors Pay Code: | 04-HOURLY PAY RATE v
D View Totals P ,W'
“~[1] cancel Transmi rale g
D History Iember Earnings: §625.00 |
|1 Annual Employer Work Schedule Code: |400
Statement SRS s
Bl Annual Member Statement ConzibuvonHate: | :
Employer Report Memier|Normal Contribution Code: | 00-MH0 MEMBER MORMAL CONTRIBUTION » |
Contribution Amount $M
Tax Qeferred Contribution Code: | 11-NORMAL CURRENT CONTRIBLITIONS V|
Corntribution Amount $i_ﬂ__gg

Sur @Cmmlmum Amount §0.00 |

Exclusion Amount §[133.33

Calculate |

v

ACES will immediately run through the validation to ensure the payroll data
entered does not generate any errors. If the newly added payroll record passes the
edits, the transaction will appear on the Payroll Detail List.
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ADD PAYROLL DETAIL RECORD
OVERVIEW:

The Payroll Detail List page is used to create and store payroll detail records in the
ACES environment for one or more members. ACES users have the ability to add
additional records for a member whose payroll information is already established.

1. Select Add Record from the Payroll Detail List page for the appropriate
member. This gives the user the ability to add additional payroll records for the
member on the specified created payroll file.

2. The user will need to complete all the payroll detail fields. The member name,
SSN, unit code and coverage group automatically default to what CalPERS
membership database shows for the member. The service period shows the
current service period.

3. Once all payroll data is entered (up to the Contribution Code), select Calculate to
calculate contributions. All the mentioned fields can be modified, if needed.

[Help Menu] [Screen Help] reate Payrall File

Add Employee l Employer List }

D Log Ot
D Change Password
2] Participant Inquiry

[ user Account
Maintenance
__|Internet Forms

Payroll File ID: 436 Service Period: 10-2007-0 Payroll Type: Mormal
Employer /Office Code; 0307/000 Palo Verde Cemetery District Unit Code; 000

| [Ga] [ Displayal | Un

Detail List SearchiUpdate: | ol

XXXX SMITH R 10-2007-0 01 Add Record

__| Statu
|1 Publi .
[Help Menu] [Screen Help] |Creafe Poyroli File
A Payr ’ .
- cl 1 Log o Payroll File ID: 436 Service Period: 10-2007-0 Payroll Type:

3 D T [] change Password

----- i b 3 Employer /Office Code: 0207/000 Palo Verde Cemetery District Unit Code: 0O
0] Participant nquiry

D 3 uUser Account
LW I Maintenance Last Nare: First initiaf: El
|1 Internet Forms
I Social § ity Nrmber: [ 123 || 45 || XXXX
| Health Member stip File e mudonnte vt [F27 AR 00K |
| Transfer Service Period: [10 |[2007
i—' Status Service Period Type: | 0-MOMNTHLY b |
|__1 Public Agency Billing
| @ mym i Biie Transrer Employer Code: 0807
“.[] create Payroll File Uit Code:
] Transmit File Coverage Group: [70001
""" {1 ViewManage Errors Pay Code: | 14-HOURLY Pay’ BATE -~
] Wview Totals R |
[ cancel Transmission et o
i D History Aernber Earnings: $
1 Annual Employer Work Schedule Code:
Statement N ) - To6700
El Annual Member Statement Contubytnonare: |0
Emplover Report ferrber Normal Contribition Code: | 00-MO MEMBER NOFRAL COMNTRIBITION |

Contribution Amount §0.00 |
Tax Deferred Conuibuton Code: | 11-MORRMAL CURRENT CONTRIBUTIONS &= |
Contribution Amount §(0.00

N e |
Survivor Contribution Amount §0.00 | 3

Exciusion Amount §|133.33 A

Calculate

[

4. Once all information is entered, select Save.
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EDIT PAYROLL DETAIL RECORD

OVERVIEW:

The Payroll Detail List page is used to create and store payroll detail records in the
ACES environment for one or more members. ACES users have the ability to
modify or delete a member’s payroll detail record.

1. Select the Record Number from the Payroll Detail List page. This gives the user

the ability to modify or delete the member payroll information.

iD Log Cnnt

I3 user Account
Maintenance

| Transfer
;_| Status

D Log Ot

D Change Password

[ Participant Inquiry

[1] user Account Maintenance
1 Internet Forms

| HeatthMembership File
Transfer

| Status
1 Public Agency Billing
_J Payroll File Transfer

| [Help Menu] [Screen Help]

|D Change Password
iD Participant Inquiry

|1 Internet Forms
5_| Health Membership File

|_| Public Agency Billing

1

Payroll File ID: 436
Employer iOffice Code: 0807/000 Palo VYerde Cemetery District

Dretail List SearchAUpdate: |

10-2007-0

XXXX

Service Period:

change System

Add Emplayee l Employer List _ﬂ

10-2007-0
Unit Code: 000

9|

|[5o] [ Displayan |

SMITH

Payroll Type: Mormal

Add Record

1

2 XXXX JOMES R 10-2007-0 7oo01 DU 11 Add Record
3 XXXX AFFPLE L, 10-2007-0 70001 an 11 Add Record
4 XXXX WWILSOM J 7ooo01 an 11 Add Record

Payroll File I 342

Soci

2

Service Period: 06-2007-0

EmployeriOffice CRTTTEELT A8 [ G100 [ 8 & 10T -1

Are you sure you want to delete?

_—

O Jl Cancel ]

10-2007-0
020070

=

Delete || Save | Detail List |

Payroll Type: Marm
Unit Code: 000

;3\
F 1 Initial Midale Initial: |M

and select Save.

ACES User Guide

— 1

Service Period Type: | 0-bACNTHLY

Select OK to delete the payroll record.

]

If the payroll record needs to be deleted, select the Delete button in the top right
hand corner.

If modifications are needed on the payroll record, enter the necessary changes
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Transmit File

[Help Menu] [Screen Help]

X Log ow

D Change Password

[ Participant Inquiry

7] user Account Maintenance
_1nternet Forms

| HealthMembership File Transfer
| Status

| Public Agency Billing

_4 Payroll File Transfer

‘D Create Payroll File

Transmit File to CalPERS.

Click Browse to select the file you want to transmit, then click

File to transmit:

Would you like to add more record(s) to this file later?

) Transmit File Transmit File To CalPERS

-] ViewManage Errors

[ View Totals

-] Cancel Transmission Choose file

D History Look jn: IE}Pa_on j o] &5 BB

] Annual Employer Statement
E| Annual Member Statement Employer «_J
Report Recent
[E] Service Credit Purchase Status _
E
2
]
My Documents
My%ulel
&]pane 1] yﬁork j Open
. . S Cancsl

1. Select Transmit File. - 2
2. Select Browse to locate the appropriate file.
3. Double Click or highlight the appropriate file.
4. Select Open.
5. Once the File to transmit area is populated with the correct file, you will be

required to answer whether or not you would like to add a payroll record. If you
fail to do this, a warning message will appear indicating that you must select

“yes” or “no.” Select Transmit File to CalPERS.

NOTE: Upon selecting Transmit File to CalPERS, you may receive an error
message associated with the file transfer: “One or more agencies contained in

XXXX.txt have records from another payroll file submissions awaiting verification.

The file cannot be submitted until this other data has been processed.”

This error message displayed in red indicates that you have already
submitted a payroll file for this employer code, and that file is waiting to run
through the validation process. Another file cannot be transmitted until the

existing file has been successfully verified or cancelled.
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6. The Transmitting Payroll File page displays, indicating the result of your
transmission.

7. The payroll file number and tracking ID are provided. Use the tracking ID to
track file status, correct errors, retransmit or cancel a file.

8. Individual file records are validated according to CalPERS reporting standards
prior to further processing. The validation process runs hourly every quarter of
the hour (i.e., 6:45 a.m., 7:45 a.m., etc.) until 2:45 p.m.

2 CalPERS - ACES - Microsoft Internat Explorer provided by CalPERS

[Help Menu] [Screen Help]

D Log Qut
11 cnange password
[ Participant Inquiry
|13 user Account Maintenanc
1 Internet Forms
|21 Heatthmembership File Traféfer
| || Status
1 Public Agency Billing
|| 4 Payroll File Transfer
i1 create Payroll File
[ Transmit File
i1 viewManage Errors
[ view Totals
{7 cancel T
[ History
) Annual Employer

——

El Annual Member Statement Employe
Report

[l Service Credit Purchase Status

Your payrall file ED979.512041,00000.D36404 (1800 has been submitted
kite-Er 6035,

The tr:

The recards inyour file must be validated according to CalPERS payroll reporting standards
before further processing. The payrall record verification is currently scheduled every hour and
an e-mail will be sentto you ance the validation is complete

You may review the status of your file transfer by selecting the Histony option in the Payroll File
Transfer folder located in the navigation menu. In order to void a file previously sent, click
Cancel Transtission

&] Done S @ Internet

9. Select History for additional file status information.

10. Select Cancel Transmission if you wish to cancel the transmitted files.
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File Validation and E-mail Notification

Once the file goes through ACES validation, an email is sent to the ACES user
with the results of the payroll file validation, Tracking ID number, and Service

Period.

Payroll File
Verification
Status

Description/Message

Successful

The file is error free and will automatically transmit from
ACES to CalPERS at 3:00 p.m. This email also displays the
Balance Due. Payroll totals can be viewed via ACES in the
Payroll File Transfer folder, View Totals.

Failed

The file contains a manageable number of errors that can be
corrected via ACES in the Payroll File Transfer folder,
View/Manage Errors. Transmission to CalPERS is suspended
until the errors are corrected. Once all errors are corrected,
select the ReTransmit button.

Rejected

The maximum number of allowed payroll record errors
(1,000) has been exceeded. The file is rejected by ACES and
cannot be corrected online. The file must be corrected
outside of ACES and retransmitted. Additional information
is located via ACES in the Payroll File Transfer Folder,
History, Payroll Error Report.

Pending

The file is error-free; however, the user had indicated that
he/she would like to add more record(s) to this file later
before the file was transmitted. The transmission is
suspended until the user goes into ACES Payroll File
Transfer folder, View/Manage Errors to add more records, or
if no records are to be added, select the ReTransmit button.
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View/Manage Errors

1. To view the Payroll Error Files, select View/Manage Errors in the Payroll
File Transfer folder.

2. To view invalid records, select the Tracking ID of the file containing errors.

2 CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

[ Log o

D Change Password

[ Participant Inquiry

[] user Account Maintenance
I Internet Forms

| HealthMembership File Transfer
| Status

] Public Agency Billing

_4 Payroll File Transfer

[ create Payroll File

[ Transmit File

N- [ viewManage Errors
[ view Totals

.- [] cancel Transmission
[ History

1 Annual Employer Statement

IE| Annual Member Statement Employer
Report

[E] Service Credit Purchase Status

Outstanding Invalid Files
|

157446 111172005 12:26
TOBEAUMD

FEX

tser

08-05-1  0979/000 Garden Grove

é 0 Internet
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3. The Invalid Records page displays the list of errors with the descriptive error
messages.

To view and correct the payroll record, select the Record Number.

[Help Menu] [Screen Help]

AddRecord | RetuntoFileList |

X1 Log o Tracking ID: 157446

|21 change Password Date Submitted: 11/17/2005 12:26 * Last four digits
|3 Participant Inquiry m_-

D User Account Maintenance | 0879/000/000 2 C KOLL XXXX Imvalid work schedule code for the identified pay code
|1 Internet Forms | and contribution codes

%DQ?QIDDDA’DDD 3 M LEE XXXX Imvalid pay rate for the identified pay code and

|1 HealthMember ship File Transfer cantribution codes

| 1 status 1 0875/000/000 M GLEMDA XXXX Last and First name/SEN mismatch

i
| 1 Public Agency Billing | 0979/000/000 g JOWILSON XXXX For the identified contribution codes, the service period
| _j Payroll File Transfer reported on the record must be prior to the service

D Create Payroll Fie . period reported on thedle
I 3 CalPERS - ACES - Microsoft Internet Explorer

1 Transmit File

~[] viewmanage E{ ] it Ao MmN E tinns -

[ View Totals
- cancel Transmi B o
D History [Help Menu] [Screen Help] dit Payroll Record
] Annual Employer S 1
B Annual Member St{ 2 Logow

Delete

Employer/Office Code: 0978/000 Garden Grove

Report ] change Password Unit Code: 000 service Period; 09-05-1
[l Service Credit Purd [ participant Inquiry Tracking ID; 157445 Special Payroll; 0
D User Account Maintenance Invalid work schedule code for the identified pay code and contribution codes
] Internet Forms
1 HealthMembership File Transfer LastName: |K0 LL \ First initiai: E| Middie nitial: E“
e Sociat Security Marabers (668 |01 || XXX

1 Public Agency Billing
_iPayroll File Transfer
-] Create Payroll File

Service Perioa: |09 |[05 |
Service Period Type: | 1-SEMFMONTHLY 1STHALF v

-[ Transmit File Employer Gode: (0878 _|
-] ViewManage Errors Unit Code: iﬁj
-] View Totals CovaEgE Groli: | 70001 J
] % Efmcel Transmission pay Code: [QTMONTHLY PAY FATE y-
s [ History pestiebibl e Sl
1 Annual Employer Statement Pay Rate: g4800000 |
[E] Annual Member Statement Employer Memiber Earnings: $!2 .00
Report

Work Schedule Code: [400 |

[E] Service Credit Purchase Status e )
Contribution Rate: [0.0700 |

Member Normal Contritution Code: | 10-N0 MEMBER NORMAL CONTRIBUTION |
Contribution Amount: §0.00 |

TaxDeferred Contribution Code: | 11-NORMAL CURRENT CONTRIBUTIONS v
Contritution Amoumt: §163.33 |

Survivor Conlribution Amount $|ETE]U j

5. Error message displays in red.

6. Make the necessary corrections on the Edit Payroll Record page according to
CalPERS payroll reporting standards.

7. Select Save. ACES will immediately run through the validation again to ensure
the new date entered does not generate a new error.

Note: If you change earnings, the following warning message will appear:

You have changed the member earnings; do you need

to modify the Member Contribution amount and/or
Tax Deferred Member Contribution amount?

8. Deleting an invalid Payroll record: ACES users have the capability to delete an
invalid payroll record within Edit Payroll Record. The record will be removed from
the file and the amounts will not be included in the payroll totals.
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9. Once the information is in compliance, the Invalid Records page displays
“Corrected.” Continue these steps until all error transactions have been
corrected.

alPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

addRecord || ReturntoFile List |

[ Log o Tracking ID: 157300
[ change Password Date Submitted: 111172005 11:59

[ Participant Inquiry ._-

D User Account Maintenance | 0979/000/000

- 2 C KOLL XXXX Corrected
—Jnternet Forms 0979/000/000 3 W LEE XXX Iealid pay rate for the identified pay code and
__] HealthMembership File Transfer contribution codes
1 Status 0879/000:000 5; I GLENDA XXXX Last and First namefS8Sh mismatch
__1Public Agency Billing 0978/000i000 8 J WILSON XXXX For the identified contribution codes, the serice petiod
_4Payroll File Transfer reported on the record must be priorto the service

D Create Payroll File period reported an the file header

Transmit File
L-[7] viewManage Errors
2 CalPERS - ACES - Microsoft Internet Explorer

1of1

[Help Menu] [Screen Help]

AddRecord || RetumtoFilelist || ReTransmit_|

X Log ot Tracking ID: 157309

D Change Password Date Submitted: 11/17/2005 11:59 * Last four digits
B P sy CroToncon ot A Lostone s s
1) User Account Maintenance | 0976/000/000 g C KOLL XXXX Corrected

1 Internet Forms | 0973i0004000 3 M LEE XXXX Corrected

1 HealthMembership File Transfer | 0978/000/000 5 G Monrog XXXX Carrected

] Status 0978/000/000 8 J WILSON XXXX Corrected

] Public Agency Billing 1 of1
_4 Payroll File Transfer
-] create Payroll File
[ Transmit File
-] viewManage Errors
[ view Totals
-] cancel Transmission
[ History
1 Annual Employer Statement

E| Annual Member Statement Employer
Report
[E Service Credit Purchase Status

]

& 5 @ Intermet

10. When all errors are corrected, the ReTransmit button appears in the top right
corner of the Invalid Records page.

11. Add Payroll Record: ACES users have the capability to add payroll records
to the file within the Invalid Records page. Once the record is successfully
added to the payroll file, the earnings and contribution amounts of the added
record(s) will be included in the Payroll Totals.

12. Select ReTransmit to electronically transmit the corrected file to CalPERS.
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13. When the file is successfully retransmitted, the following message appears:

“File retransmission (tracking ID XXX) successful. Totals are now available
under View Totals.”

An email indicating successful verification is sent including the balance due.

2l CalPERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help]

1 Log Out
D Change Password
] Participant Inquiiry
[] User Account Maintenance
| Internet Forms
| HealthMembership File Transfer
| Status
__| Public Agency Billing
_4 Payroll File Transfer
“[7] create Payroll File
[0 Transmit File
{7 viewManage Errors
[0 view Totals

S M nic ations Ex

'ﬁ’fcwfﬂMge Errors

Outstanding Invalid Files

File retransmission {tracking ID 157446) successful. Totals are now available under View Totals.

EFIX

User n:

“[7] cancel Transmission
7 History
| Annual Employer Statement
[E] Annual Member Statement Employer
Report
[ Senvice Credit Purchase Status

14

a Done

S @ Internet

14. Select View Totals to access the View Totals Log page.
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View Totals Log

Once the payroll file is successfully validated, the Member and Employer
Contribution Totals and the AESD-626 are available to view, print, and/or
electronically transmit. Information is retained in View Totals for twelve
months.

D Log Owt

D Change Passworid

| Public Agency Billing
_A Payroll File Transfer

txchangs System

R e
1 LEy T

[Help Menu] [Screen Help] \View Totals Log

[ Participant Inquiry User ID: ] Self Ll

[] user Account Maintenance

1 HealthMembership File 264167  02/21/2007 07-52 TIFONG 09-05-1 0979/000 Garden Grove View Print Transmit
Transfer

] Status

T

DE®

[

1. Locate the payroll file Tracking ID.

2. Select View for member and employer contribution totals associated with the

payroll file (this View function is used for informational purposes only).

Select Print for the system-generated Summary Report, Member and
Employer Contributions (PERS-AESD-626) based on the amounts
transmitted (for more information on when to use the Print function, please
refer to the "Submitting the Summary Report to CalPERS" section).

Select Transmit to electronically submit the AESD-626 to CalPERS.
NOTE: The Transmit function only applies to ACES users who submit their
payment to CalPERS through Electronic Fund Transfer (EFT).
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Member and Employer Contribution Totals

G | Payroll Summary Report - Microsoft Internet Exploren

e - Al D Y- B R 35 oy
: O J |ﬂ \g ﬂ 7 Search ‘?/\(’Favarltes @Med\a 5 _I ‘i File Edit ‘iew Fawvorites Tools  Help ',

= FOR INFORMATIONAL PURPOSES ONLY =
Do Not Send This Form to CalPERS

MEMBER AND EMPLOYER CONTRIBUTION TOT

EMPLOYER CODE EMPLOYER MAME OFFICE CODE
2345 A CalPERS Agency 800
SPECIAL PAYROLL SERVICE PERIOD
No MONTH TEAR TYFE
09 05 0

EMPLOYER CONTRIBUTIONS

1. COVERAGE GRP. 2. EMPLOYER RATE 3. MEMBERS EARNINGS 4. EMPLOYER CONTRIBUTIONS
Tooo01 4.439% $10,030.00 $445.23
75001 28.514% $9,200.00 $2,623.29
5. TOTAL MEMBERS EARNINGS: $19,230.00
6. TOTAL EMPLOYER CONTRIBUTIONS: $3,068.52

MEMBER CONTRIBUTIONS

7. MORMAL $62.50
G. TAX DEFERRED: 51,536.10
9. ADDITIONAL: $0.00
10. SUBTOTAL(7+5+%) $1,598.60
11. SURVIVOR BENEFITS $0.00
12. TOTAL MEMBER CONTRIBUTIONS: $1,598.60
13. TOTAL MEMBER AND EMPLOYER CONTRIBUTIONS (ITEM 6 +12 ): 5466712
16. BALANCE DUE: $4,667.12
@ Daone 0 Internet

The Member and Employer Contribution Totals screen is for informational
purposes only. The totals are available for comparison purposes.

Note: Do NOT send a print of this screen to CalPERS
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Summary Report, Member and Employer Contributions (AESD-626)

For a successfully validated payroll file, ACES generates a Summary Report,
Member and Employer Contributions (AESD-626) based on the amounts

transmitted.

H cALIFORMIA PUBLIC EFMFLOYEES RETIREMENT SYSTEM

FOR COLPFERS USE GHLT

- 400 G STREET, F.O. EOX 1952, SACRAMEMTO, C& 962121982 LA
I e comE
i e Een T .
| SUMMART REPORT SEHI-HZHTHLY-15T HALF 1
|| HEHMBER AHD EHFLOTER CONTRIEUTIONS SEHI-HOHTHLY-ZHD HALF z
BIAEEKLY-A5T FAYROLL 1
FORIHSTRUCTIOHS OH COHFLETIHG THISFORH, REFERE TO THE HATERIAL OH BIAEEKLY-ZHD FAYREOLL L]
THE SUHHARY REFORT FOUHD IH THE FAYROLL EEFORTIHG SECTIOH oF THE DI EEKLY.ARD FAYRSLL s COUHTT CODE
FROCEDURES HAHUAL FERS-ADH-DO-4380] AUADRAVEERLY-A5T FAYROLL c
i P
| " EMFLOYER CODE| EMFLOVER HAME: OFFIGE CODE EVICEFEFIQD
oa97Ta Sarden Growe aoo T T e
SERTIFICATIOH a3 as 1
[ | HEREE" CERTIFY THAT I AH THE CULY AFFSINTED, QUALIFIED, AHE ASTIHG SFFISER ©F THE r TeECiAL LEW
HEEEIH : * FATESLL LD TH Lomy
HAHED EHELOYER; AHE THAT THE DATA 5 SET FOETH 0H THIS FORH AHD THE SUFFORTIHG
L CUHEHTS ARE TRUE AHE CORREST. \
1 = HMDIHG
S IGHATURE D.:.n:.zlle”zDD? _ P e e A s ] DAY
FATROLL
REFORTIHG FORH L1oHTH Las ALESE
[ [FAFE AHD TITLE (F RINT OF: TYEED FHONE HO: AT TACHED
(FERS-AESD-%Z4)
EFFLOYEFR COoHTRIEWTIOH, MEMEEFR
A covERsGEGRF] [ S EmElo TR conmTREUTIon COHTEIEUTION
7 HORHAL: 000
Foood 0. S542-2 F17 . 53=25.00 F1.535335. 655 -
¥, TRE CEFERRED:
] 0,000 $0.00 0,00 ==l
3. ADDITIOHAL:
o 000022 £0.00 #0.00 RASH
A0 SUE-T<TAL 7-81-3]:
o 0,000 $0.00 £0.00 ==l
1. SURTINGR BERERIT:
0 000022 $0.00 £0.00 RATH
12. TOTAL
- HEHEER
u] 0. 000z F0.00 F0.00 COHTRIEUTION #1.355.08
==
u] 0 0oz #0000 0. 00
5. TOTAL MEMEER EARMIMNGS: F17.325.00 E. TOTAL EMFLOYER CONTRIEUTIONS: 1. 833 68

1. TOTAL HEHEER AHD EHFLOTER COHTRIBEUTIOHS:

(ITEH & =ITEH 12}

3. 188 74

ADJUSTHEHTS -

3

L

ITEH 13 FLUS OF
HIHUS ITEH 444,
AME, 44, 45 R 45A]

| 1&. BALAHCE

14.A SURPLUS ASSET: HISCELLAHEOUS CATEGDRT *0.00
14.B SURPLUS ASSET: SAFETT CATEGTHRT F0.00
ATTACH ADJUSTHERT HOTICES 10 SUPPORT AHOUNHT ©
" Dim mmt amtar im thir rpace cmrrsctimnr mF membar £0.00
14.C ACC_TAMIACC-1SZ8 sarmingr -
mmd rmmtribetimer mads me Foayrmil Lirtiny_
CATE PRI
15, ADTAHCE FPATHEHT cnnl
TRTE FAID EFT Teonbanil
15_.A EFT FPATHENRT #0.00
-

FHEFORE OGHE CHECK OH WARRAMT PATABLE 10 THE
CALIFORMIA FUBLIC EMPLOTEES” RETIREMEHT STSTEM._

FOR CN

3 188 74

LFERS USE GHLT

[ Featr=l He. =nd Ferin e Hest|

TE#= Chonas

LT

L ird

Taes Fard

1%

Pr [ [ ] [=

FERS-SESD-gz6 (1180

Select the appropriate box of the online form to enter information as follows:
1. Complete contact information, which includes signature (after form is
printed), name and title, and phone number.

Enter the beginning and ending date information for the payroll period.

ACES users who submit their contributions payment through Electronic Fund

Transfer (EFT) will use an additional line item (15A) prompting them to
provide an EFT Tracking ID Number, Date Paid, and Amount Paid on the
Transmit PERS-AESD-626 form.

NOTE: If submitting a Supplemental Payroll Reporting Form (AESD-624) in addition
to the payroll file, the system-generated AESD-626 can be modified to include the
supplemental amounts. Please verify your employer rate in box 2 and modify the
online form as necessary.
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Submitting the Summary Report to CalPERS

When a payroll file is submitted via ACES, the Summary Report, Member and
Employer Contributions form (PERS-AESD-626) is sent to CalPERS based on the
payment method:

1. If contributions are paid through Electronic Funds Transfer (EFT):

The ACES-generated AESD-626 can be electronically transmitted to
CalPERS by using the "Transmit" link provided within the "View Totals"
area of the Payroll File Transfer folder

ACES users who have a Supplemental Payroll Reporting form (AESD-
624), a Notice of Adjustment (ACC-1520 or ACC-344), or a voucher to
submit with their payroll file will not be able to electronically transmit
their AESD-626 to CalPERS. Please mail or fax the AESD-626 with the
AESD-624, ACC-1520, ACC-344, or voucher to Fiscal Services Division at
916-795-7901.

In case of emergency (for example, if your agency's computer system or
the CalPERS network server is not functioning properly to allow
electronic transmittals), you may print a copy of your AESD-626 form and
fax it to Fiscal Services Division at 916-795-7901

2. If contributions are paid by check:

Send the check and two copies of the AESD-626 through the mail.

NOTE: Please remember to send payroll file via ACES the same day the
summary and check are mailed

The CalPERS mailing address for check submittal is:
o CalPERS
400 Q Street
P.O. Box 1982
Sacramento, CA 95812-1982

This address can also be found in the upper left-hand corner of the AESD-
626 form.

Note: “ACES” must be written at the top of the Summary Report if it is

mailed or faxed to CalPERS
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Electronically Transmitting the Summary Report to CalPERS

Once a payroll file successfully completes the validation process, ACES will
calculate contribution totals based on the reported payroll data, and the totals
should match your records.

DE®E

B oMM nicetions txchangé

T e
4 (£ 2Ny

[Help Menu] [Screen Help] imm’s Log

[ Log Out
D Change Password
[ Participant Inquiry
(] User Account Maintenance

) itermet Forms TacknglD  SubmitDate  UserlD Si.Period _ EmployeiOficeCode _ PERSAESD.626

User ID: | Self j

|| Health/Membership File 264167 021212007 0752 TIFONG  08-05-1  0979/000 Garden Grove View Print Transmit
Transfer

[ status 1 0f1

|| Public Agency Billing

_A Payroll File Transfer

1. Locate the payroll file Tracking ID.

2. Select Transmit to electronically submit the AESD-626 to CalPERS.
NOTE: The Transmit function only applies to ACES users who submit
their payment to CalPERS through Electronic Fund Transfer (EFT).
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Electronically Submitting the Summary Report to CalPERS (cont.")

w_calpers_ca.gov - CalPERS -

ACES - Microsoft Internet Explorer

[ Log Out
D Change Password

[ Participant Inquiry

] user Account Maintenance
| Internet Forms

__| Health/Membership File
Transfer

] Status
| Public Agency Billing
_:j Payroll File Transfer
“-[] Create Payroll File
“-[3] Transmit File
D ViewManage Errors
“[7] view Totals
D Cancel Transmission

“-[Z] History

Please fill in or make changes to your PERS-AESD-626 form

Your Name and Title: || |

/ PhoneNumber:d H |-|

4

Service Bfriod:

Ll Supplemental Payroll Reporting form attached (FERS-AESD-624)

Service Period: 09-05-1
Beginning Dare: | |.i |.l' | [mmiddinny) Ending Darte: | |.i |.l' |
/ _—

tributions:
rage Grp. | 2. Employer Rate (57 3. Member Earnings | 4. Employer Contributions |

0001 |[10.584 |'E|17325.00 | 1833.568
/U7./0 |If|0.00 | 0.00
AZ |::|0.00 | 0.00|
|[0.000 |If|0.00 | 0.00

|[0.000 |f'|0.00 | 0.00|

5. Total Member Earnings:$ 17325.00 6. Total Employer Contributions:$ 1833.68

Contributions:

9. Additional:$ [0.00

Benefit:5 [0.00 |

8. Tax Deferred:§ | 1355.06

10. Subtotal (7+8+9)% 1355.06
12. Total Member Contributions:$ 1355.06

\\\‘Qﬂi Member And Employer Contributions: (ltem 6 + Item 12) $ 3188.74
Payment

patePaic:| | | T\
ent

EFT Tracking ID: |
Date Paid: I:H H [mmiddiyyyy) Amount:h 0.00

mmiddiyyyy)  Amount:$ |0.00

15.A EFT Pa

| Balance Due:

16. Balance Due:$ 3,188.74

€

3. Complete the required fields (noted as green, bold, italicized fields):

Name and Title

Phone Number

Service Period Begin and End dates
EFT Tracking ID Number

Date Paid

Amount Paid

4. Select Apply Change.
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Electronically Submitting the Summary Report to CalPERS (cont.')

[Help Menul [Screen Help]
snoe | Preview || Transmit |
D Loy Ourt Changes Applied! A
D Change Password
= L E m
] Participant Inguiry —
me: |TJd Fong, Payroll Technician
[ user it Your Name and Tite: | g ¥ /
1 Internet Forms FPhone Number: dg‘lﬁ H 555 H1212 | ( 5
1| HealthiMembership File 6
_ Rransiey [ supplemental Payroll Reporting form attached (PERS-AESD-624)
] Status : :
i Senvice Period:
__1 Public Agency Billing = =
_4 Payroll File Transfer SEnace Ledt 09_05__1 ) _ )
D Create Payroll File Beginning Dare: |09 [/|01 [/|2005 immiddinyyyl Ending Dare: |09 /|15 |[/|2005
D Transmit File Employer Contributions:
D ViewManage Errors | 1. Coverage Grp. | 2. Employer Rate (%) | 3. Member Earnings | 4. Employer Contributions
D View Totals |?0001 Microsoft Internet Explorer 1833.68]
“-[Z] cancel Transmission 0 0.00)
i 0 ] - 000
[ History . 2 ) Areyou sure you want to transmit? _
o 0.00)
o | 0.00|
QK Cancel
7 5. Total Contributions:$ 1,833.68
Member Contributions:
7. Normal:$ | 0.00 | 8. Tax Deferred:$ [ 1355.06 |
9. Additional:$ | 0.00 I 10. Subtotal (7+8+9):% 1,355.06
11. Survivor Benefit:§ | 0.00 12. Total Member Contributions:$ 1,355.06
13. Total Member And Employer Contributions: (Item 6 + Item 12) $ 32,188 74
Adjustments:
15. Advance Payment
Date Paid: H L'| | immiddiyyyy)  Armount:§ |0.00
15.A EFT Payment
EFT Tracking ID: 264167 |
Dare FPaid: |09 H21 H2005 | tmmvddiyyyy)  Amount:$ [3188.74
Balance Due: 16. Balance Due:$ 0.00 |
|2

5. Select Preview (you can print the AESD-626 for your records at this time).
You will able to view the information that was applied to the AESD-626 from
the green, bold, italicized fields.

6. Select Transmit.

7. Select OK.
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Electronically Submitting the Summary Report to CalPERS (cont.")

a CalPERS - ACES - Microsoft Internet Explorer

Took

Favorites

] Log Out

D Change Password Your file E0979_509051_T264167_264171 has been successfully transmitted.
D Participant Inquiry The tracking ID is 264167, 8
[ user Account Maintenance

7 You may view or cancel your transmitted PERS-AESD-626 by selecting the History
__| Internet Forms

__| Health/Membership File
Transfer

] Status

|| Public Agency Billing

_1 Payroll File Transfer
“-[1] Create Payroll File
..[7] Transmit File
D View /Manage Errors
[ view Totals
D Cancel Transmission

“[] History

[ £

8. You will receive a confirmation message indicating that the PERS-AESD-626
form was successfully transmitted in conjunction with the payroll file
tracking ID number.

9. You will have the ability to view or cancel your electronically transmitted
PERS-AESD-626 form from the History link (see Page 176).
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Cancel Transmission

A successfully verified payroll file can be cancelled prior to 3:00 p.m. the same
business day submitted. At 3:00 p.m., files are picked up by CalPERS for
processing and cannot be cancelled. Use Cancel Transmission to cancel a payroll
file.

Select Cancel Transmission.

Locate the Tracking ID to cancel the appropriate file.
Select Cancel.

Select OK.

1.
2.
3.
4.

3 CalPERS - ACES - Microsoft Internet Explorer provided by CalPERS

[Help Menu] [Screen Help] |Cazncel Payroll File Transmission

] Log Out

1] change Password User ID:

[ Participant Inquiry
~ e [ Trackingip | SubmitDate | UserlD |Sve.Period  EmployeriOfceCode ||

| Internet Forms 86035 1203012004 08:59 XTRAIN  12-04-1 08791000 Garden Grove C Cancel
__| HeatthMembership File Transfer

__| Status
__LPublic Apgnev Billing.
_4Payroll File Transfer
/1] create Payroll File
[ Transmit File Microsofi Internet Explorer
[ viewManage Errors
[ view Totals
[ cancel Transmission
[ History

? ) Ar= yousure you want to cancel transmission 86935

A CalPERS - ACES - Micros viorer provided by CalPERS

[Help Menu] [Screen Help]

] Log Out
D Change Password User ID: 5
|1 Participant Inquiry Transaction with tracking id 86935 was

o ro IS TrackinglD | SumiDate  UserlD  Swe.Perod  Fmployeromcecode

__| Internet Forms
—

2] https:jfwemn calpers.ca.

ship File Transfer
|__| Status
L Public Agency Billing,
_d Payroll File Transfer
[ create Payroll File
[ Transmit File
D View Manage Errors
[ view Totals
[ cancel Transmission
[ History

5. When successful, the following message appears:
“Transaction with tracking ID # XX was cancelled successfully”

Note: Failed payroll files can be cancelled at any time.
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History

Payroll File Transmission History maintains payroll file status detail and
associated reports. These records are retained in History for twelve months. Use
the History to access Payroll File Transmission History.

rosoft Internet Explorer

mimunications

[Help Menu] [Screen Help]

7] Log Out . —
I Show: &Last 10 Can Tracking ID: For: | Self ~ Get History
1 change Password ow: (La O an Oy Tracking | For: | |

] Participant Inquiry No history records found.

] User Account Maintenance
[ Paris Internal
|__| Internet Forms
'_| HealthMembership File Transfer
:_| Status
|| Public Agency Billing
_4 Payroll File Transfer

[ treate Payroll File

{7 Transmit File

D ViewManage Errors

[ View Totals

[ cancel Transmission
- [ History
] Annual Employer Statement

E| Annual Member Statement Emplover
Report
B Service Credit Purchase Status

@ @ ' Internet

1. Select History.

Choose the radio button next to Show: for Last 10, All or By Tracking ID
(enter tracking ID number) to view a specific payroll file transmission history.

3. Select the drop-down button to select Self, Organization, or a specific user ID.
ACES will default to Self.

4. Select Get History to view file history.
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History (cont.”)

Payroll File Transmission History monitors the event history of all payroll files
transmitted.

Gomm inications

icrosoft Internet Explorer Bﬁlg}

[Help Menu] [Screen Help] \Payroll File Transmission Hisiory

¥ Get History

Log Out .
1D | Show: & Last 10 O Al OBy Tracking ID:

\ |For:| seit

1 Change Password =
‘ = 3
] Participant Inquiry —
I = Date: 11422/2005 14:35 User: TDEEALMO Event: Payroll Cancel
[ user Account Maintenance
i R Status: Payrall transmission was cancelled
] Paris Internal
| -
internet Forms Date: 11/17/2005 1303 User: Evént: Payrall Summary Report
(0 Heatth Memibershi) Ffo Transfor File: Totals report View Hide Size: 1186
14‘ Status — Status: Totals report generated for Garden Grove DE—DE—\
|__| Public =
2 Tansfer Date: 11/17/2005 13:03 User: TDBEAUMO oll Retransmit
D Create Payroll File Status: File retransmitted. File scheduled for fransmission to CalPERS.
[ Transmit File
D ViewManage Errors Date: 114 7/2005 12:26 User: Event: Payroll Verification
[ View Totals File: Payroll Error Report View Hide Size: 967
- Status: Error- Invalid detail records detected in payroll file. All records must be corrected before the file can
D Cancel Transmission be uploaded and processed by CalPERE
D History
) Annual Employer Statement Date: 11/17/2005 1225 User: TOBEALMO Event: Payroll Transmit
Bl Annual Member Statement Employer File: E0973.509051.00000.D32105.T122516 View Hide Size: 1078
Report Status: Your payroll file has been submitted. The records inyour file must be validated according to
[ service Credit Purchase Status CalPERS payroll reporting standards before further processing
10f1
&) & @ Ireermet

1. Date - Displays in most recent date and time order.
2. Status - Status of Action Performed.

3. Event - Action Performed; Payroll Transmit, Payroll Verification, Payroll
Retransmit, Payroll Summary Report or Payroll Cancel.

4. Hide - Hide specific event from view.

5. View - Provides additional detail based on the event performed.
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History (cont.”)

The ACES user can select View for an associated text file.

ERS - ACES - Microsoft Internet Explorer

[Help Menu] [Screen Help] \Payroll File Transmission Hisiory

EIGI&

| Log Out

D Change Password

iD Change Organization

|7 Participant Inquiry

iD User Account Maintenance

Show: @ Last 10 O all O By Tracking ID: | | For:| Selt v

Get History

Date: 11/22/2005 1435 User: TDBEAUMO
Status: Payroll transmission was cancelled,

Event: Payroll Cancel

) Paris Internal
'_| Internet Forms
__| HealthMembership File Transfer
'_| Status
__| Puhblic Agency Billing
_1Payroll File Transfer
[ Create Payroll File
7 Transmit File
- ViewManage Ertors

Date: 1117i2005 12:03
File: Totals report View Hide
Status: Totals repart generated for Garden Grave 08-05-1

User: Event: Payroll Summary Report

Size: 1196

Date: 1141742005 13:03 User: TDBEAUMO
Status: File retransmitted. File scheduled for transmission to CalPERS

Event: Payroll Retransrmit

Date: 11011712005 12:26 User: Event: Payroll Yerification

View Hide Size: 967

D View Totals File: Payroll Error Report View Hide

. Status; Error - Invalid detail records detected in payroll file. All records must be corrected befare the file can
D Cancel Transmission be uploaded and pracessed by CalPERS

..... {3 History

Date: 1111712005 12:25 User: TDBEAUMO Event: Payroll Transrmit
File: E0379.509051.00000.032105.T122516 View Hide Size: 1073
Status: Your payroll file has been submitted. The recards in your file must be validated according to
CalPERS payroll reporting standards before further processing.

|1 Annual Employer Statement

[E] Annual Member Statement Employer
Report

[E] Service Credit Purchase Status

Payroll Transmission Cancelled; No associated text file to view.

Payroll Summary Report; Select View to see Payroll Totals.

Payroll File Retransmit; No associated text file to view.

Payroll Error Report; Select View to see Error Report. (See next page.)

Payroll Source File; Select View to see payroll source text file. (See next page.)

Ll NS

Payroll Summary Report

= FOR INFORMATIONAL PURPOSES ONLY =
Do Not Send This Form to CalPERS
MEMBER AND EMPLOYER CONTRIBUTION TOTALS
EMPLOYER CODE EMPLOYER NAME OFFICE CODE
2345 A CalPERS Agency 800
SPECIAL PAYROLL SERVICE PERIOD
No MONTH YEAR TYPE
09 05 0
EMPLOYER CONTRIBUTIONS
1. COVERAGE GRP 2. EMPLOYER RATE 3. MEMBERS EARNINGS 4. EMPLOYER CONTRIBUTIONS
T0om 4.439% §10,030.00 §445.23
7500 28.574% $8,200.00 $2,623.29
5. TOTAL MEMBERS EARNINGS: §19,230.00
6. TOTAL EMPLOYER CONTRIBUTIONS: $3,068.52
MEMBER CONTRIBUTIONS
7. NORMAL: $62.50
8. TAX DEFERRED $1,536.10
9. ADDITIONAL: $0.00

Please Note: The totals are for informational purposes only. The screen
should NOT be printed and sent to CalPERS.
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History (cont.”)

Payroll Error Report

https:/fwww.calpers.ca.gov/aces-tr
(€] (5] |£] @ _7;‘] f_‘l Search ‘{::(Favurites @ veiia £4) [;v ;

Fle Edit Wew Favortes Tools Help

Apes Payroll File Verification Error Report

EATCH PROCESS DATE: 11/17/05 12:26 PM

Error condition in transmission 157446:
Following errors found in file. Transmission of file to CalPERS has heen suspended.

L11 records must be corrected hefore file can be transmitted to CalFERS.
Agency: Employer Code 08738 Tnit Code 000

Service Period: 09-05-1
*Last four digits

Unit Cd Rec MNo. FI Last Mame 3IBN* Error

ooo z c EOLL XXXX Invalid work schedule code for the
identified pay code and contribution codes

[alala] 3 Jid LEE XXXX Inwalid pay rate for the identified pay
@ode and contribution codes

[a]uls} ) M GLENDA XXXX Last and First nawe/33N mismatch

ooo g J WILSCOH XXXX For the identified contribution codes,

the service period reported on the
record must be prior to the service
period reported on the file header

The ACES Payroll File Verification Error Report provides the invalid Record
Number and a brief description of the Error.

Payroll Source Text File

rol

EY

Q-0 RO L@ RZ=2L)S

0097900000000000012041CCHT. PAYROLL1ZZ23 40000

10272000 XXXXXXXXXLZ 04 1DE AN 70001040002 5500019750000000000070000040001335811
10979000XXXXXXXXX12041K0LL 70001010430000002 4000000000000070000017301633311
10272000 XXXXXXXXXL 204 1LEE 70001040002000001 6000000000000070000040001073311
10979000 XXXXXXXXX 2041 PERRT 70001040003 600002 8000000000000070000040001913311
10979000 XXXXXXXXXL2041SNITH 70001010500000002 S000000000000070000017303453311
10272000 XXXXXXXX X204 1WILLIANS 70001010520000002 5000000000000070000017301773311
10972000 XXXXXXXXX 2041 WILLIANS 700010900200000002000000000000070000000000140016
102 72000XXXXXXXXX1z04 1 WILSCH 700010106000000030000000000000070000017302053311
10972000XXXXXXXXXL2041WILSON J 7000109002 50000002 500000000000070000000000175016
S0979000999999999 1204 1TRAIL . RECORDOOOOS

o

RN ]

2] Done S & mnternet
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History (cont.”)

Cancel Transmitted AESD-626

-

[Help Menu] [Screen Help]

] Log Out
D Change Password

[ Participant Inquiry

7] user Account Maintenance
| Internet Forms

| HealthiMembership File
Transfer

] Status
__| Public Agency Billing
Payroll File Transfer

D History

Date:
File:
Status:

Date:

roll File Transmission History

Show: ®Last10 Ol OByTrackingd:| | For:iself v| Get History

File: Totals report View
Status: Totals report generated for Garden Grove 08-05-1

Microsoft Internet Explorer

BEEE

. T
SNl b R .
g MHarrners

02/28/2007 10:47 User: TIFONG Event: PERS-AESD-626 Transmit

E0979_S09051_T264167_264171.xls Cancel ~ SIe:44032

Payroll AESD-626 Transmi rove 09-05-1

02/21/2007 0752 User: Event: Payroll Summary Report
Sire: 1189

\ ? } Are you sure you want to cancel E0979_S09051_T264167_264171.xls

L OK J [ Cancel

be uploaded and processed by CalPERS.

[Help Menu] [Screen Help]

] Log Out

[ change Password

[ Participant Inquiry

] user Account Maintenance

| Internet Forms

|| Health/Membership File

Transfer

| Status

| Public Agency Billing

_ Payroll File Transfer
L[] create Payroll File

{1 Transmit File

D View NManage Errors

L[ view Totals

----- ] cancel Transmissiogl

User ID: ] Self = I
(TrackingiD  SubmitDate  UserlD Svc.Period  EmployeriOffice Code  PERS-AESD626

264167 02/212007 0752 TJFOMG  09-05-1 0979/000 Garden Grove View Print Transmit

1of1

DE®E

[

1. Users will have the ability to cancel the transmitted AESD-626 by selecting

176

the tracking ID in the History folder and selecting Cancel.
Select OK.

ACES users will have the ability to transmit the summary report again by
going to the View Totals folder. If a user does cancel the transmitted
AESD-626, he/she will need to notify Gena Owen in the Fiscal Services
Division at 916-795-7768 so the incorrect AESD-626 does not get processed.
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ACES PAYROLL EDITS

COMMON ERROR DESCRIPTION & RESOLUTION

Error Message
Active PERS
Appointment not found
for the service period
reported

Definition
The employee does not have
an active CalPERS
appointment with your
agency for the period
identified on the payroll
record.

Possible Resolution

» Verify accuracy of SSN on

payroll record

« If SSN is correct on payroll

record, process new PERS

enrollment via ACES

Internet Forms

— Once updated and viewable
on ACES, record can be
saved

o If SSN is incorrect on

payroll record, view

Participant Inquiry with

correct SSN to determine if

appointment exists

— If appointment exists with
the agency, correct the
SSN on the payroll record
and save; update your files

— If appointment does not
exist, process new PERS
enrollment via ACES
Internet forms. Once
updated and viewable on
ACES, record can be saved.

Last and first name/SSN
mismatch

The first 3 letters of
member’s last name and first
initial of first name
identified on payroll record
do not match the CalPERS
database.

* Verify accuracy of SSN on
payroll record

» Compare name on payroll
record against name in
Participant Inquiry

« If Participant Inquiry is
correct, change name on
payroll record and update
your files

« If payroll record is correct,
process hame change via
Participant Change in
Internet Forms. Once
updated and viewable on
ACES, record can be saved.

ACES User Guide
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Error Message

Coverage Group reported
on payroll record does not
match coverage group on
file at CalPERS

Definition
The coverage group
identified on payroll record
does not match the coverage
group reflected in the
CalPERS database for the
reporting period.

Possible Resolution

* View coverage group in
Participant Inquiry

« If Participant Inquiry is
correct, change the payroll
record and update your files
« If payroll record is correct,
contact CalPERS at 888-
CalPERS (888-225-7377) to
update CalPERS database

For the identified
contribution codes, the
service period reported on
the record must be the
same as the service period
reported on the file header

According to the
contribution code reported
(01 or 11), the service period
for the payroll record must
be the same as the file
service period.

« If the payroll record is for a
service period prior to the
file header, change the
contribution code

« If the payroll record is for
the current service period,
change the service period on
the payroll record to match
the header

For the identified
contribution codes, the
service period reported on
the record must be prior to
the service period reported
on the file header

According to the
contribution code reported,
the service period for the
payroll record must be prior
to the file service period.

« If the payroll record is for a
service period prior to the
file header, change the
service period on the payroll
record to be prior to the file
header

« If the payroll record is for
the current service period,
change the contribution code
toOlor1l

Invalid pay rate for the
identified pay code and
contribution codes

The pay rate reported is not
applicable for the
corresponding pay code (i.e.
pay rate of $15.000 but
monthly pay code 01).

» Verify accuracy and basis
of pay rate (monthly, hourly
or daily)

* Verify accuracy of pay
code (01, 04 or 08) based on
reported pay rate

Invalid pay code for the
identified contribution
codes

The pay code reported is not
applicable with the identified
contribution code (i.e. pay
code 09 with contribution
code 01).

» When reporting special
compensation with
contribution code 06 or
TDMC 16, the pay code
must be 09

» When reporting normal
earnings, the pay code must
equal 01, 04 or 08

» When reporting
contribution receivables with
contribution code 04 or
TDMC 14, the pay code
must be 00
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Error Message

Invalid pay rate

Definition
Pay rate reported is not an
acceptable value.

Possible Resolution

* Pay rate must be a positive
value

Invalid work schedule code
for the identified pay code
and contribution codes

The work schedule code
reported is not applicable
with corresponding pay code
(i.e. work schedule code 400
with pay code 01. This
calculates to full time
equaling 400 hours/month).

« Verify that pay code (01,
04 or 08) is correct based on
pay rate (monthly, hourly or
daily)

« If pay code is 01 (Monthly)
then work schedule code
must be between 147 and
260

* If pay code is 04 (Hourly)
then work schedule code
must be between 340 and
600

« If pay code is 08 (Daily)
then work schedule code
must be between 040 and
070

Pay rate and member
earnings must be the same
for special compensation

When reporting special
compensation (contribution
code 06 or TDMC 16), pay
rate must equal the absolute
value of member earnings.

* Verify that member
earnings equal pay rate when
reporting special
compensation

Member earnings divided
by pay rate generates
excess service credit for
this period

The service credit calculated
based on the member
earnings and pay rate
reported, exceeds the
maximum allowable for the
service period.

* Verify that member
earnings represent reportable
compensation only (i.e., no
overtime, lump sum
payments, vacation cash-
outs, etc.)

* Verify that pay rate is the
employee’s full time rate
regardless of reporting
frequency

When Normal Member
Contribution Code =02 or
Taxed Deferred Member
Contribution Code =12
Pay Rate and Member
Earnings must be zero

When Normal Member
Contribution Code is 02 or
Taxed Deferred Member
Contribution Code is 12, Pay
Rate and Member Earnings
has been reported.

= Verify that pay rate and
member earnings are not
being reported; these fields
must be zero
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Error Message

When Normal Member
Contribution Code =04 or
Taxed Deferred Member
Contribution Code =14
Pay Rate and Member
Earnings must be zero

Definition
When Normal Member
Contribution Code is 04 or
Taxed Deferred Member
Contribution Code is 14, Pay
Rate and Member Earnings
has been reported.

Possible Resolution

= Verify that Pay Rate and
Member Earnings are not
being reported; these fields
must be zero

One or more agencies
contained in
PERSFILE.txt have
records from another
payroll file submissions
awaiting verification. The
file cannot be submitted
until this other data has
been processed.

A previously transmitted file
for this employer is awaiting
verification. Another file
cannot be sent until the
verification is complete and
all records are determined to
be valid.

» Await e-mail notification
indicating the status of the
previous file verification

« |f verification was
successful, then transmit
next file

« |f verification failed,
correct invalid records via
View/Manage Errors in
Payroll File Transfer folder
» Re-transmit file once all
invalid records are correct
 Transmit next file

One or more agencies
contained in
PERSFILE.txt have invalid
records from previous
payroll file submissions
awaiting correction and/or
re-transmission. This file
cannot be submitted until
the other data has been
processed.

A previously transmitted file
for this employer contains
outstanding invalid records.
All invalid records must be
corrected and the file
retransmitted before another
payroll file can be sent.

* Correct invalid records via
View/Manage Errors in
Payroll File Transfer folder
 Re-transmit file once all
invalid records are correct

e Transmit next file

You have changed the
member earnings, do you
need to modify the member
normal contribution
amount and/or tax
deferred contribution
amount?

Employer has made a change
to the member earnings and
has not changed the member
normal contributions amount
and/or the tax deferred
contribution amount.

o User will change the
member normal
contributions amount
and/or the tax deferred
contribution amount or
leave as is.

Transaction with Tracking
ID XXXXX was previously
re-transmitted by another
user. Please select History
for details.

Same file is retransmitted
twice by separate
individuals.

o User will select History to
verify if the file was
previously transmitted by
another user.

When member normal
contribution amount and
tax deferred member
contribution amount =0,
the member normal
contribution code should
be 01 or 03.

According to the member
contribution code reported,
00 and the member normal
contribution = 0 and taxed
deferred contribution amount
= 0 and taxed deferred code
is 11/13.

o User will have to change
the member contribution
code to 01/03 when
member contributions = 0
and tax deferred member
contribution amount =0.
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PUBLIC AGENCY BILLING

The Public Agency Billing folder will allow the option to view all Participants or
Participants based on status change for a given coverage period:

e Participant Report - Roster of Participants who have health coverage under
CalPERS

e Participant Status Change Report - All changes to a Participant’s health
coverage within a specified time frame

Public Agency
Billing

Participant
Report

Participant
Status Change
Report
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The Public Agency Billing feature within ACES:

e Is written for Employers to reconcile Participant health premiums on a
monthly basis

e Is aninquiry-only system

e Contains Participant information extracted nightly from the CalPERS health
and membership database

e Allows users to view information processed by CalPERS the previous day

Accessing Public Agency Billing

Account Administrators are responsible for granting Public Agency Billing
access to themselves and/or other users via the User Account Maintenance
function in ACES (see the Account Administrator section for details).

Security Rules for Employers
Employers can access information as follows:

e Only the current Employer can view a Participant’s Health and Membership
record

¢ Only the Employer from whom the Participant retired can view a Retiree’s
Health and Membership enrollment record
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Public Agency Billing: Frequently Asked Questions

I reconcile bills for several agencies. How will I be able to do this in the Public
Agency Billing System?

If your agency is one that reconciles the health insurance bill on behalf of another
agency, you can retrieve the other agency’s detailed information in the
Participant Report and Participant Status Change Report within the Public
Agency Billing folder. From the Organization Name field, click on the drop-
down arrow and select the desired agency. Then follow the steps from the
Participant Report and Participant Status Change Report pages of the ACES User
Guide. If the agency’s name is not in the drop-down list, please contact us at 888
CalPERS (or 888-225-7377).

What is the meaning of “As Of Date” in the Participant Report?
This reflects health enrollments updated by CalPERS as of the date shown.

What should I enter for the “As Of Date” in the Participant Report?

The “As Of Date” defaults to the current date. Change the date to the first day of

the billing invoice month (e.g., If reconciling the January 2006 invoice, enter
01/01/2006).

What is the meaning of “Start Date” and “End Date” in the Participant Status
Change Report?

This date range shows when the coverage change was updated to the CalPERS
database. The date range cannot be greater than two months.

When selecting “Get Data,” why does a “No data found” message appear?

The Retirement System field needs to be changed to “PERS,” “Other
Retirement,” or “STRS.” If the “As Of Date” is for a future month, that month’s
billing may not as yet be available.

When viewing the reports in Public Agency Billing, why does “N/A” appear in
the Plan and Premium column?

There is a future transaction pending and no money has been charged.

How do I know if an adjustment was done on my Public Agency Billing
Invoice?

Retroactive adjustments will be displayed in the Participant Report and the
Participant Status Change Report. Adjustments will appear with the member
name and SSN more than once. Click on the SSN of the participant to access
Participant Inquiry to review Deductions tab.
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I'm currently using ACES. What is the deadline to submit Health Benefit
Enrollment Forms (HBD-12's) in order for them to reflect on the next bill?

If you are using ACES to submit your HBD-12s AND you are a school district, all
transactions must be updated and viewable on ACES as of the last business day
of every month. For example, any transaction that is updated and viewable on
ACES in the month of July will be reflected on the August 15th bill (for the
September coverage month). If the deadline is missed, retroactive adjustments
will be reflected on the following bill.

If you are using ACES to submit your HBD-12s AND you are NOT a school
district, all transactions must be updated and viewable on ACES by the 11th of
each month. For example, any transaction that is updated and viewable on
August 11th will be reflected on the August 15th bill (for the September coverage
month). If the deadline is missed, retroactive adjustments will be reflected on the
following bill.

I'm not currently using ACES. What is the deadline to submit Health Benefit
Enrollment Forms (HBD-12s) in order for them to reflect on the next bill?

Please submit HBD-12s by mail to the CalPERS Health Benefits Office in a timely
manner so that we may promptly process your changes.

I'm not currently using ACES Internet Forms or ACES File Transfer. With the
Public Agency Billing System, how do I go about reporting Participants that
are being added, terminated, or changing plans, etc.?

e For health enrollment changes such as add, change, or delete, continue to
process an HBD-12 form

e For Non-PERS or STRS member status changes, please complete and submit a
Health Plan Enrollee Information or Employment Status Changes form, HBD-
86, to CalPERS. To obtain an HBD-86 form, please call the CalPERS Agency
Request Line at 916-795-1493 or visit the CalPERS Web site:
http:/ /www.calpers.ca.gov/eip-docs/emplover/er-forms-pubs/forms/pers-
hbd-86.pdf . This form is for employers to modify demographic information
reported to CalPERS such as name, address, SSN, or birth date changes. The
HBD-86 form should also be used to report death or employment status changes
such as separations from employment, temporary separation, continuation of
health coverage into retirement, or returns from leave of absence.

e For PERS members, please continue to process the AESD-1 (Member Action
Request) form to make appointment status, name, or address changes

e For Retirees with CalPERS Health Benefits, CalPPERS is the Health Benefits
Officer. Any changes can be made directly by the Retiree by contacting
CalPERS at 888 CalPERS (or 888-225-7377).

NOTE: All documents should be mailed to CalPERS in a timely manner to ensure
billing accuracy.
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I currently use ACES Internet Forms or ACES File Transfer. For the Public
Agency Billing System, will there be any changes in how I process my
transactions online?

No, you should continue to follow the procedures outlined in the ACES User
Guide.

If I have a Participant retiring that has Non-PERS or STRS retirement, how do
I report it?

Please complete and submit an HBD-86 form to CalPERS in order for benefits to
continue into retirement.

NOTE: All documents should be mailed to CalPERS in a timely manner to ensure
billing accuracy.

When will our Public Agency Billing Invoice be mailed?

Invoices will be generated on the 15th of each month, or the next business day if
the 15th falls on a weekend or holiday, and mailed the following business day.
Your payment still must be received by the 10th of the following month and
must be paid as billed.

I'm using Internet Explorer 6.0. When I clicked the “Printer Friendly Version”
button, ACES downloaded information from a previous query. How can I fix
this?

You need to alter your web browser’s configuration to retrieve the most recent
data. Please refer to Page 10 for instructions.

Will Pop-up Blockers affect the “Printer Friendly Version” function in ACES?

Pop-up blockers may prevent this feature of ACES from operating properly and
must be temporarily disabled to allow proper operation. Hold down the “Ctrl”
button on your keyboard while clicking on the “Printer Friendly Version” function
to temporarily disable an installed Pop-up Blocker.

Why are the premiums due on my Public Agency Billing Invoice different
than the ACES Public Agency Billing query?

When viewing your monthly Public Agency Billing Participant Report in ACES,
it is important that the As Of Date entered is the same as the coverage month.
Otherwise, your premium information will be different. Example: If the
coverage month was August 2006, change the As Of Date to 08/01/2006.

Will I still be able to change my Public Agency Billing Invoice?
No, you must pay as billed.
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What if I think the amount billed is not accurate?

You should not change the amount due on your Public Agency Billing Invoice.
Your Public Agency Billing Invoice is generated based on the health enrollment
information in the CalPERS database as of the date the invoice was generated. If
any changes were made to a member’s account after the billing invoice was
generated, they will show on your next Public Agency Billing Invoice with an
adjustment, if necessary.

What if I have overpaid the amount due on the Public Agency Billing Invoice?

Each billing invoice that is created generates an account receivable. If you
overpay the amount due for any month, it will be reflected on the next month'’s
billing invoice.

What if I have underpaid the amount due on the Public Agency Billing
Invoice?

If you underpay the amount due, your account will be considered delinquent.
The underpayment will show as a balance due on the next month’s Billing
Invoice. Any underpayment you submit could result in late fees and may initiate
the agency termination process.
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Participant Report

Participant Report includes all Participants with health coverage benefits as of a
specific date.

1. Select the Public Agency Billing folder and click Participant Report.

CalPERS - ACES - Microsoft Internet Explurer

e

upaIEITI

[Help Menu] [Screen Help]

3 Log Out
D Change Password
[ Participant Inquiry
[} user Account Mainterfi
__| Internet Forms

__| HealthMembership Fi
Transfer
| Status

_!j Public Agency Billing
=" Participant Report
----- “-[]] Participant Status

Rs.s.bkc Agency Billing - Participant Report

[Help Menu] [Screen Help]

] Log Out

Change Report 1] change Password ‘
"1 Payroll File Transfer ||| Participant Inquiry Organization Mame: 0531 Zan Dimas V
[E] Annual Member State| ] User Account Maintenance Retirement System: | PERS v |
Employer Report | Internet Forms
El g;aar:nce Credit Purchall - | HeafthMembership File Patticipant Status: Actlve )
us
J;::‘US;E' &g of Date: E 1 42006 | ‘
_J Public Agency Billing -G ot Data
----- “-[7] Participant Report
----- D Participant Status Reports return a significant amount of data. The query result may take up to 4 minutes.
Change Report Please wait while we process your guery.
__| Payroll File Transfer
@ 2 @ mnternet ;

2. From the drop-down menu, select:

e Retirement System (PERS, STRS, Other Retirement, Judges Retirement or
Court Participants)
e Participant Status (Active or Retired)

3. Enter the As of Date. This reflects health enrollments updated by CalPERS as
of the date shown. If reconciling the monthly health premium bill, the
beginning date of the billing cycle should be entered. (i.e., if reconciling the
June 2006 bill, the As Of Date should be 6/01/2006.)

4. Click Get Data.
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5.

the following:
e Total Number

of Participants

e Total Premium Amount
¢ Information on individual Participants

ACES will retrieve the information based on the selection criteria and display

Click Printer Friendly Version to access this information in an Excel spreadsheet.

Click the Participant’s SSN to obtain detailed information on the individual
Participant. This will link you to the ACES Participant Inquiry Enrollment

tab.

[Help Menu] [Screen Helpl | P57 Agency Billing - Perticipant Report

) Log out

5} Change Password

0] Participant Inguiry

[ user Account Maintenance
1 Intemet Forms

| Heakh/Membership File
Transfer

] Status
_4 Public AgencyBiling

Change Report

1 Payroll File Transfer

[E] Annual Member Statement
Employer Report

[E] Senvice Credit Purchase
Status

grmmelnications £xc

Organization Marme: | 0631 San Dimas

Retirerment Systerm: | PERS Vl

Patticipant Status: | Active v

A= of Date:

Reports return a significant amount of data. The query result may take up to 4 minutes.

/" Motal Murnber of Patticipants: 4

Get Data

H
[
=
=
o

hangs
v A ceess For Partrers

System

Please wait while we process your query,

[Click here to go to Health Plan Sumimary Page]

Prirter Friendly Wersion

Total Premium Amount. $1,971.24

Fage 1 of1
.< Doe, John F 000-00-000X 2033 556332
Doe, Jon 000-00-00XX 2052 43332
Doe, Jan L 000-00-0XXX neg2 42374
Doe, Boy A 00-00-XXXX 0a63 F550.86
Page1af1
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8. After clicking an SSN, the next page will provide detailed information on the
Participant. Clicking on the various tabs will give you more details,
including;:

e Subscriber information
¢ Dependent information
e Enrollment information
e Deduction information

e Employment information
e Summary information
a [=] E3
[Help Menu] [Screen Help] I~
View Participant Informaiion Extract DateTime: 01/10/2003 03:37 PM
Print Tah
ssn: [590 Jl -pooc | GetData | elar Asof: |6 1 2006
Name: Jane Smith Birth Date: 07r10/1954 Gender: Female
Member: Yes j\ Retiree: Mo Death Date:

HBO Phone

5ub5u:riher| Cependent | Enrollment Deduu:tion‘ Employment | 5ummar\,f|

08/01/2002  Mew Enrollment 100 Time Base & Tenure Steven Smith 273 Applied

0970152002 Mew Enrallment 100 Time Base & Tenure Baoh Srmith 27az Applied

09/01/2002  kew Enrollment 100 Time Base & Tenure Jane Smith il Applied
1af1

Show Rescinded Actions

Reason: Time Base & Tenure Premiurm Pymt mthd: Standard

Coverage Type:  Basic HED Received Date; 03r2872002

Plan: FPERSCare-BC Event Date: 0812312002

Relationship: Child Change Date; 12r2352002 —

Birth Date: 081 5/2000 L=zername: 0533KGAl _|
|&] Dane |_|_|—é_|ﬁ Internet i
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9. To view the Participant Health Plan Summary page, click: Click here to go to
Health Plan Summary Page.

[Help Menu] [Screen Help]

3 Log ow

&) Change Password

[ Participant Inguiry

[] user Account Maintenance
| Intemet Forms

| HeakhMember ship File
Transfer

| Status
_4 Public Agency Biling

Change Report
| Payroll File Transfer
[E] Annual Member Statement

| Pesblic Agency Bitfing - Participant Report

Organization Marme: | 0631 San Dimas

Retirement System: v

Paricipant Status:
A= of Date:

Get Data

Mk
e,
REE
[ 3%}
=
==

Reports return a significant amount of data. The query result may take up to 4 minutes.
Flease wait while we process yaur query.

[Click here to go to Health Plan Surnmary Pade]

Employer Report
S| gfart\:lge Eleditbulchase [Printer Friendly YYersion]

Total Mumber of Paricipants: 4 Total Premium Amount. $1,971.24
Page 1 of1

Doe, John F 000-00-000X 053 FAE3.32

Doe, Jon 000-00-00XX 2052 F433.32

Doe, Jan L 000-00-0XXX nagz F423.74

Dos, Boy A 000-00-XXXX 0ag3 £550.86
Page 1 0f1
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10. The screen below displays the Participant Health Plan Summary, which

includes a summary of the following;:

e Total Transactions (number of regular enrollment deductions and/or
adjustments)

e Total Premium Amount

e Plan Codes

e Plan Names

e Number of Participants (Health Plan line items of regular enrollment
deductions and/or adjustments)

e Premiums

11. To return to the previous screen, click: Click here to go to Participant Premium Details
page.

IITS sl
[Help Menu] [ScreenHelp]l | Pubiic Agency Billing - Posticipant Report
3] Log Out
D Change Password
[7) Participant Inquiry Organization Name: | 0631 San Dimas %
D Sl T A Retirement System: | FERS hd
__lInternet Forms
) HealthMembership File paiiicipaniStaitiss
Transfer
. As of Date: 1 2006
S &y |
_j Public Agency Billing GetData
“-[7] Participant Report
[0 Participant Status Reports return a significant amount of data. The query result may take up to 4 minutes.
Change Report Flease wait while we process your query.
__1 Payroll File Transfer
[E] Annual Member Statemnent Click here to go to Paricipant Premium Details page 11
Employer Report
[E] Service Credit Purchase Printer Friendly \Version
Status
Total Mumber of Transactions: 10 Tatal Premium Amount: $4,156.18
[ PlanCede | PlanName | Parficipants | Premium |
058 Kaiger-CA 4 §1,807.46
1= Health et 2 §423.74 15
205 Blue Shield 2 §779.98
222 PERSCh-BC 2 §1,145.00 | |
=
|&] Done [ & [ intemet o
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Participant Status Change Report

Participant Status Change Report includes any status changes made to a
Participant’s health coverage benefits for a specific timeframe.

1. Select the Public Agency Billing folder and click Participant Status Change

[Help Menu] [Screen Help]

) Log Out

7] change Password

[ Participant Inquiry

[7] user Account Maintenance
| Internet Forms

| HealthMembership File
Transfer

| Status
_4 Public Agency Billing

"] Participant Status
Change Report
~ | Payroll File Transfer

Bl Annual Member Statement
Employer Report

[E] Service Credit Purchase
Status

|’.§| Liohe

) Log Out

D Change Password
[ Participant Inquiry
[7] user Account Maint

1 HealthMembership
Transfer
| Status

_4 Public Agency Billing

----- ] Participant Status
Change Report

" |Z1 Payroll File Transfer

[El Annual Member Statement
Employer Report

[E] Service Credit Purchase
Status

[Help Menu] [Screen Help]

1 Internet Forms 2

Oraanization MNarme: |Calif0rnia Public Employees Fetirement System j

Retirement System

Participant Status:

Categony
Start Date

Repors return a significant amou

II= B3
=

: |Se|ect One

|Se|ect One 'l

=

o |ALL

S .

Flease wal

H
EndDate: | 4

he guery result may take up to 4 minutes.
OCESS YOUF quary.

|@ Done

l_ ’_ ré_ |0 Intemet

R

2. From the drop-down menu, select:
¢ Organization Name
e Retirement System (PERS, STRS, Other Retirement, Judges Retirement or
Court Participants)
e Participant Status (Active or Retired)

e Category (All, New Enrollment, Add Dependent, Delete Dependent,
Change Plan, Cancellation, Change Coverage Type, Premium Payment
Method Change or Continued Eligibility)
e Enter the Start Date and End Date of the coverage changes

NOTE: This is the time frame in which transactions were updated to the
CalPERS database. The date range between the start date and the end date
cannot exceed two months.

3. C(lick Get Data.
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4. The system will retrieve the information based on the selection criteria and
display the following;:
e Total Number of Transactions
e Total Premium Amount
e Information of changes to the individual Participants

NOTE: If a Participant’s name appears multiple times, this indicates an
adjustment was done on the Participant.

WO Unica-ions

[Help Menu] [Scrasn Help]

Public Agency Bifling - Stotus Change Report

[ Log out
D Change Password
[7) Participant Inquiry

Organization Marme: |1240 Dal Rey Camm Sv |

[ user Account Retirarnent System: IPEP.S j
Maintenance - .

| Internat Farms Participant Status; | Active i

__| File Transfer Categary: |ALL j

[ Status Start Date: [04 f01 /{2002 End Date: [06 /01 {2002

_{ Public Agency Billing

“-[7] Participant Report Get Dala

[ Participant Status Reports return a significant mount of data. The query result may take u inutes
Change Report F g 4 AT ¥ g i

Flease waitwhile we process your query.

[Printar Frisndly ¥ersion]

Total Mumber of Transactions: 2 Total Premium Amount. $996.64
Page 1 af 1
Doe, John F 000-00-000X  DO4i0Bf2002 OAM1)2002 Mew Enrallment 20583 86332

Doe, Jon (\T 000-00-00XX  [Af2142002 OF/01/2002  Mew Enroliment 052 §43332

5. Click Printer Friendly Version to access this information in an Excel spreadsheet.

6. Click the Participant’s SSN to obtain detailed information on the individual
Participant. This will link you to the ACES Participant Inquiry Enrollment
tab.
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GLOSSARY OF TERMINOLOGY

CoLUMN NAME

DEFINITION

Name Name of the Participant

SSN Participant’s social security number. Click on the Participant's SSN
to view the enrollment screen in Participant Inquiry.

Adj Date Adjustment date is the change date of the transaction

Eff Date Effective date is the date the current enrollment status was effective

Category The reason group heading used to identify the transaction reason
type

Barg Unit Bargaining Unit is the employee organization or bargaining unit
designated in an agency resolution. Zero is a valid code for those
agencies that do not have multiple bargaining units.

Plan Health plan code

Premium Participant’s premium for health plan

FUNCTION BUTTONS

DEFINITION

Get Data

Searches for and displays the Participant’s records based on the
retirement system, Participant status, category, and the start and end
date, according to the user’s security access rights

Printer Friendly
Version

Displays information in an Excel spreadsheet
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Annual Employer Statement

The Annual Employer Statement is a synopsis of an agency’s CalPERS retirement
contract. The statement lists data unique to each agency such as the agency’s employer
code, coverage groups, employee and employer rates, and optional benefits.

Only public agency and school employers will receive this statement. State agencies do
not receive the Annual Employer Statement.

Annual Employer
Statement

Request Report View Report

Information on the Annual Employer Statement includes:

Listing of the different coverage groups under the agency contract stating the
retirement formula and whether or not they are coordinated with social security

The member contribution rate

The agency’s employer contribution rate. This confirms the information that was
provided to the agency in the annual valuation.

Listing of all the benefits for each individual coverage group for which the
agency contracts.

Listing of any membership exclusions
Listing of any resolutions adopted by the agency

Definition pages providing employers with detailed descriptions of each section
of the Annual Employer Statement

To gain access to the Annual Employer Statement, an Account Administrator must
modify a user's account to grant access to this application. Please refer to the Account
Administrator section of the ACES User Guide for instructions on granting application
access.

If you have any questions, please call the CalPERS Employer Contact Center toll-free at
888 CalPERS (or 888-225-7377).

ACES User Guide 195



ANNUAL EMPLOYER STATEMENT

Request Report

1. Select Annual Employer Statement from the Navigation Menu and select
Request Report.

Select Organization from the drop-down menu.

Select the “As of Date” (defaults to current date).
Click Request Report.

a > w. D

Click OK.

[Help Menu] [Screen Help] \Annisad Employer Siatement Repert

" Log Out

D Change Password

] Participant Inquiry

] User Account Maintenance
| Internet Forms

] HealthMembership File
Transfer

|| Status

__| Public Agency Billing
|1 Payroll File Transfer
1_'1 Annual Employer Statement |

Select Organization; | hE49 CalFERS v

As of Date: [y

Request Repaort

: \ Microsoft Internet Explorer
-] Request Report
D View Repnrti 1 \?f) Are you sure yau wank bo request AES repark?
& Annual Member Statement
Employer Report : :
[ Service Credit Purchase Lo [ concat |
Status ~\
| \K/g b
@ [% ﬂ Inkernet
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6. The system processes the request and:

A. Displays a confirmation message including a Tracking ID for future
reference

B. Indicates an email will be sent to the user to confirm the completion of the
report. This will typically be received within an hour of requesting the
report.

C. Updates the request record to a “Pending” status while the request is being
processed. When the process is complete, the Annual Employer Statement
can be viewed in View Report.

| https Hqa. calpers ca. gw CalPERS - ACES - Microsoft Internet Explnrer

B T e S
4 (2 S

— = = 'i'.'
[Help Menu] [Screen Help]

D Log Out E
] change Password :

o i Your reguest for Annual Employer Staterment has been successfully submitted.
_] Participant Inquiry The tracking ID is 21177844,

[7] User Account Maintenance
| Internet Forms “fouwill receive an e-mail Update when processing is completed. W
= ?f;:tglu:emhershm ik ‘fou may view or check report status by selecting View Report.

| Status g
__| Public Agency Billing

1 Payroll File Transfer

A Annual Employer
- Statement

----- [ Request Report

----- -1 View Report

E] Annual Member Statement
Employer Report

B service Credit Purchase
Status

[

@ Done é ﬂ Inkernet
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View Report

1. Select Annual Employer Statement from the Navigation Menu and select View

Report.

2. Click “View” in the Report column for the selected Tracking ID.

3. When the File Download dialogue box appears, click Open. The statement is
generated and displayed in .pdf format using Adobe.

2 https://qa.calpers.ca.gov - CalPERS - ACES - Microsoft Internet Explorer

i &ifioy

D Log Ot
D Change Passwori

] Participant Inquiry

] User Account Maintenance
| Internet Forms

| HealthMembership File
Transfer

| Status

__| Public Agency Billing
| Payroll File Transfer
_ Annual Employer

E] Annual Member Statement
Employer Report

[E] Service Credit Purchase
Status

* Statement
-] Request Report 2\
- []] view Report

21177844

oMM nications -x

[Help Menu] [Screen Help] IVIEH’ Annial Emplaver Staiement Report

-

User ID:| Self ¥

032007 0848 CABBOTT 5649 CalPERS

Pending

2177670

031452007 10:45  CABBOTT 5649 CalPERS

NG —

)

Fage 1 of1

FDF
5

Do you want to open or save this file?

Mame: 'Z1177670" pdf
Type: Adobe Acrobat Document

From: ga.calpers.ca.gow

GF[ Open ] [ Save ] L' Cancel ,]

v

‘wihile files from the Internet can be useful, some filez can potentially
harm your computer. |F you do not trust the source, do not open or
zave this file. What's the risk?

| €

S Internet
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Save and/or Print the Annual Employer Statement

Adobe displays the option to Save or Print the via the icons on the toolbar or by
utilizing the standard navigation of selecting File from the toolbar menu to save or
print.

Annual Employer Statement Description of Items

Definition pages providing employers with detailed descriptions of each section
of the Annual Employer Statement is available in the Description of Items section
located at the end of the Annual Employer Statement.

— .
B ' f ,
B Adobe Acrobat - ['2117767071]. pdf] M=
'@ File Edt Document Tools Yiew ‘Window Help - %
; = 0 . : — e ..1 ; =
ERESAE-HE-E KM €% 0w -® AEEE =M
-~Tr-1 r b ‘“Bc EI i
ME-T-e B4 ML BYUHEET
;}" iz 'L!d
) A
E Batch Run Date: 03-15-2007 11.:0& Page: 13 o
E Annual Employer Statement
% Descripticn Of Itema
Q
2 Employer Code: Le44
@ s==s=sssssozsssosssosssossssSSsssSooSssSSSsSSSSsSSSSISSISsSSSSsSSSSsSSSsSsSSsSsoSsSsSossSsSosssssssssssssssss
'@ AL Employer Information This information identifies your agency and where it 1e located.
g
5 B Group Information
=L
Employer Code This Code identifies your agency. If the employer is a school
: district, the laet three digits are the school unit cede.
]
E Group Cocde / Group Name Thia ie a code which i1s aseigned to a major group of employees
E within an agency.
=]
o Group Effective Date This identifiee the effective date of the employer"s initial
; contract with CalPERS for each group of employees.
@ C. Bocial Security Cowerage Indicates that the group has Eocial Eecurity.
3
E] Effective Date Identifies the effective date of Social Security cowverage
-
Divieion Date Individuals in employment on the date indicated had the option of
electing Eocial Becurity coverage. Individuals employed after
this date are mandatocrily covered unlese their employment ie
excluded from Eccial Becurity coverage.
Termination Date This ie the date your agency terminated it"s Social Security
COVETAgE. =
D. Retirement Coverage Explains formula and employee contribution rate for each group.
o Farmula Thia ie the PERE retirement formula under which a group of
e employees are coversd. z
@)W s6otEs v M 11xEsn O 2 & 4| 3

ACES User Guide 199



THIS PAGE PURPOSELY LEFT BLANK.

200 ACES User Guide



ANNUAL MEMBER STATEMENT EMPLOYER REPORT

ANNUAL MEMBER STATEMENT EMPLOYER REPORT

The Annual Member Statement (AMS) Employer Report is provided yearly to
inform employers of the employees in their agency who will receive an Annual
Member Statement. It also provides the year-end account data for each member,
including the mailing address used and account balances. Only members with
an “Active” status are shown on your agency’s report.

The report may include persons who are no longer employed by your agency if
CalPERS has not been notified of the member’s separation from employment.
Please process an appointment change online via ACES or submit a Member
Action Request form (AESD-1) to separate such former employees (or an SCO-
PIMS separation transaction for State employers) to update CalPERS member
data.

An employee will not receive a statement if CalPERS has not received
information to establish membership, the member submitted an election
document for a refund of member contributions, or CalPERS database does not
contain a valid employee address. The employer should update the membership
information or address either online via ACES or by submitting an AESD-1 form
(or an SCO-PIMS transaction for State employers) to update CalPERS member
data.

In addition, late payroll reports, or employer contract amendments, that were
provided to CalPERS late and processed after the closing of the fiscal year (June
30t annually) will not be reflected in the current year’s statements but will
appear the following year.

To gain access to the Annual Member Statement Employer Report, an Account
Administrator must modify a user’s account to grant access to this application.

If you have any questions, please contact the CalPERS Employer Contact Center
at 888 CalPERS (or 888-225-7377).
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Accessing the Annual Member Statement Employer Report

1. Select Annual Member Statement Employer Report from the Navigation Tree.
2. Select Organization from the drop-down menu.
3. Select the Fiscal Year for the desired report.

[Help Menu] [Screen Help] Lennnd Sderedr Samirmenr Emplwar fopart

[ Log Out
D Change Password
D Participant Inquiry St Cngnei aienas _1234 A CalPERS Agency =

| Status Fiwcal Year: | 2005/2006 v
__| Payroll File Transfer sert in: IR 1,l
[El Annual Member Statement

Employer Report o ¥ |

Service Credit Purchase Status B e T
B Rezal e Bepord

a CalPERS - MCTS - Mhoroeoft latermat [ Epharey

[Help Menu] [Screen Help] At Sfmder Siiemeni Emploter Aoport
[ Log Out
D Change Password
D Participant Inquiry Selnct Orpamwsten: | 1234 A CalPERS Agency
| Status Fheeal vear: | 2005/2006

| Payroll File Transfer
[El Annual Member Statement ek
Employer Report Unit Code
[El Service Credit Purchase Status |—_ﬁ5t Mame
Fnaal First Narme
Total Contributions

Sert Inz | Unit Code

ARSC
Total Service Credit

Select the desired sorting method from the drop-down in the Sort by box.
Enter an individual Social Security number to retrieve an individual report.
Click View Report to download the report.

Reset will clear the screen to allow you to query another report.

N o g b
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ANNUAL MEMBER STATEMENT EMPLOYER REPORT

8. Please wait will appear while the AMS Employer Report is being retrieved.

[Help Menu] [Screen Help]

Aparamiad )

) Log Out
D Change Password
[0 Participant Inquiry

Sefeci Organizatioer 1234 A CalPERS Agency =

| Status Fiscal vear: | 2005/2006
___| Payroll File Transfer Seriine | Uini Coda -
B Annual Member Statement
Employer Report S5 4 R
[El Service Credit Purchase Status

File Download

9

Some filez can harm pour computer. [F the file infarmation below
L]

lonks suzpicious, or wou do not fully trust the zource, do not open or
zawe thiz file.

File name: '200500314LL", pdf

File type:  Adobe Acrobat Document

Fram: calpers. ca.gov

\Wnuld youl like to open the file ar zave it bo your computer?

|__Open || save || Cancel || Moelnio

Blwayz-azk betore opening this type of file

9. When the File Download window appears, click Open to access the AMS
Employer Report.
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The Annual Member Statement Employer Report

# Acrobat Reader - [20060081ALLT1]: pdf]
'@ File Edit Document Tools  Wiew Window Help = |i=1

ERAS® HB-E |14 b |&d | OR-T-5

&3
x
A

[o=s [ K
@k ~-@ ODOO@E G-
id
. P CONFIDENTIAL ERP . N =
= CALIFORNIA PUBLIC EMPLOY RETIREMENT SYSTEM REPORT - A |
) ke, = : i & 3 RUN DATE 08072006
E Ll LA Employer Report of Member Statements for Fiseal Year July 1. 2005 1o June 30, 2006 PACE1OF 1
'E EMPLE  UNIT M - CONTRIBUTIONS -—
a CODE  CODE LAST NANE FIRST MAME I N MAL 4+ DEFERRED +INTEREST =TOTAL ARSC+ SV
= 1234 i ADAMS OARY W Begin Balanee o0 83,650.Th a3 ELH14.58 1.602
7—' 326 FARRAGLUT AVE Changes FY 06106 =000 FENECRE 11512 EL 50526 1.000
ANYTOWN;, CA 98765 Ending Halance o0 5653890 a0 ET310.8 0 2602
I 1234 il BROWN GEORGETTE E Begin Balance 000 SATOEE 03 81463026 8171510 13140
[} L7060 FERN PLACE Changes Y 05106 0o 8454550 531.238.T% 5518420 1.000
_5 ANYTOWN, CA 98765 Ending Balance 000 542.00 .53 817805 550, R90.58 0O 14140
[S 1234 il CARTER JRCOQUELINE & Begin Balance w000 820, TAZRS 8387131 Ra0A04. 16 53R
E 4440 TANGLEW OO0 WAY Changes FY 05100 000 56, TO5 TR §10X.T8 R 72656 1.000
— ANYTOWN, CA 98765 Ending Balance 2000 LEEN Lo 5. E92.09 Ei9.330.12 DK L
1234 [I[EX] NINA G Begin Balanee ] S 16220 81307117 B3 233.43 11,343
S Changes Y 06106 000 : 8345280 ps =E R 1,000
Ending Balance 000 S1G434.06 B2 73237 0o 12343
] -
la] W4 10f1 B M 41E9x826in (O B HE o
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SERVICE CREDIT PURCHASE STATUS

The Service Credit Purchase Status application allows CalPERS Employers to
view the status of Service Credit Purchase Requests and Elections requested by
participants.

To gain access to the Service Credit Purchase Status application, an Account
Administrator within your agency must modify a user’s account to grant access
to this application. Please refer to the Account Administrator section of the
ACES User Guide for instructions on granting application access.

Service Credit Purchase Status information will be available once the following
have been completed:

e Step 1- Service Credit Purchase Request
The participant submits a “request” form to CalPERS for their specific service
credit option. CalPERS verifies that they are eligible for this purchase,
determines the actual cost, and develops payment and option information.
This information is returned to the participant along with an election
package.

e Step 2 - Service Credit Purchase Election
After reviewing the cost and payment information sent by CalPERS, the
participant submits a formal election for the purchase.

Service Credit Request Status

All requests for service credit purchase costs are processed on a “first in/first
out” basis. However, special consideration is given to those participants who are
retired or in the process of retiring. Cost information will be calculated based on
account information as of the date the request was received. Once the completed
election packet is received, final processing will take place and a confirmation
letter will be sent by CalPERS.

For more information about purchasing service credit, please review the
CalPERS Web site regarding Service Credit Purchase Options.

If you have any questions, please contact the CalPERS Employer Contact Center
at 888 CalPERS (or 888-225-7377).
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Accessing the Service Credit Purchase Status

1. Select Service Credit Purchase Status from the Navigation Tree.
2. Enter the participant’s SSN and click Get Data.

[Help Menu] [Screen Help]

[F] Log Out

D Change Password
[ Participant Inquiry
| Status
] Payroll File Transfer

[El Annual Member Statement
Employer Report
[E] Service Credit Purchase Status

[Sesvice Credit Purchase Staius

EHXXXXH Get Data ] [Clear]
Name: Alice Train
Birth Date: 12/30i1982

Gender: Female

051252005 |Additional Retirement Service Credit Costed 06172008 08/24r2005
1171572005 |Public Agency Military Costed 120142005

If a request was submitted that is not displayed here, please allow two weeks for mail delivery processing.

Service Credit Option Request
Frocessing Status as of February 27, 2006 Received through:
Frocessing is underway for all service credit option requests (except Additional 125312005

Retirement Service Credif) received through:

Next Steps for Members
Ifa requestwas submitted during this time, members will receive a letter of canfirmation and an elaction
packet once their requestis processed.

Additional Retirement Service Credit Request

Frocessing Status as of February 27, 2006 Received through:

Processing is underway for all Additional Retirement Service Credit (ARSC)

requests received through: 113172006

Next Steps for Members
Ifa requestwas submitted during this time, members will receive a letter of canfirmation and an elaction
packet once their request is processed.

@

I@ Daone

é 0 Internet
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SERVICE CREDIT PURCHASE STATUS DEFINITIONS

FIELD NAME DEFINITIONS
Date Request Received Date the Service Credit Purchase Request was received by
CalPERS
Service Credit Purchase Type Service Credit Purchase Types:

Service Prior to Membership
Additional Retirement Service Credit
Comprehensive Employment and Training Act (CETA)
Contribution Adjustment

Educational Leave of Absence
Fellowship

Layoff

Service Prior to Membership
Maternity/Paternity Leave of Absence
Military Leave of Absence

Optional Member Service

Peace Corps or Americorps*Vista
Prior Service

Public Agency Military

Public Agency Military — Retired
Reclassification

Redeposit of Withdrawn Contributions
Sabbatical Leave of Absence

Service Adjustment

Service Leave of Absence

Service Prior to Membership
Settlement Agreement

State and School Military

State and School Military — Retired
Temporary Disability Leave of Absence

Actions

Actions:

Suspense - CalPERS is waiting on additional information
such as payroll or certification before it can complete the
member's request

Costed - CalPERS has completed the request and mailed the
service credit cost information to the member

Not Eligible - The member was notified that they are
ineligible to purchase the service credit type they requested

Incomplete - CalPERS received an incomplete request form
from the member. The member has been notified to
complete a new request form and return it to CalPERS to be
processed. Until a completed request form is received,
CalPERS is unable to determine if the member is eligible to
purchase the service credit type they requested.

Date Information Sent

Date confirmation letter is sent by CalPERS

Date Election Received

Date CalPERS receives election from the participant
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